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420.1. PURPOSE: This directive, together with Headguarters
Directive 8-90, Volume IV, Section 400, Chapter 410, May 1990,
subject: Files Maintenance and Records Disposition Manual-
Basic Directive, establishes a system for the organization,
maintenance, and disposal of records of the United States
Section, International Boundary Commission (IBWC). The basic
purpose of the IBWC Files Maintenance and Records Disposition
Manual is to promote economy and efficiency in the organization,
maintenance, wse, and ultimate disposition of records. .

420.2. AUTHORITY:

a. The Federal Records Act of 1950, as amended.

b. The Paperwork Reduction Act of 1580, |
c. Sections 3301-3314, Title 44, United States Code.
d. General Recofds Schedules, June 1988.

e.- Records Control Schedule, Job No., NC1-76=77-1, December

1s, 1978,

1988.

f. Records Control Schedule, Job No. N1-76-88-2, May 2,

g. Records Control Schedule, Job No. N1l-76-90-1, April 30,

1990.

420.3. SUPERSESSION: This directive, together with Headquarters
Directive 8-90, volume IV, Section 400, Chapter 410, May 1590,
supersedes Headquarters Directive Volume IV, Section 400,
subject: Files Maintenance and Records Disposition Manual,
August 1978, in its entirety. FPlease dispose of previous
editions of this mamual, including all changes thereto.
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420.4, POLICY: This directive, together with Headguarters
Directive B8-3%0, Volume IV, Section 400, Chapter 410, May 1990,
are the only authorized directives for use in  setting up,
maintaining, and disposing of U.S. Section, IBWC, records.

420.5. EFFECTIVE DATE: 'This directive enters into force upon
receipt. - ’

FOR T COMMISSIONER:

Director, Administrativae Services

420-2
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ITEM

" DESCRIPTION OF RECORDS

CHAPTER 1. .
RECORDS COMMON TO MOST OFFICES

This chapter is a grouping of two types
of file materijial: Nonrecord or extra
copy files of convenience or reference

‘material; and general correspondence

(subject) files.

SECTION 1.
NONRECORD MATERIAL

This section defines the types of
material which are considered nonrecord
and provides standards for disposing of
such material in all  IBWC offices.
Nonrecord materials have no documentary
or evidential value usunally because
they area: (1) duplicate copies of an
original maintained by a separate
office of primary interest which servesg
as the official record; (2) printed or

processed materials of which only the

master copy is considered official; or
(3) papers of a transitory nature which
cease to have any documentary or
evidential wvalue after their contents
are incorporated or adequately sum-
marized in other documents, e.g.,
preliminary drafts, shorthand notes,
work sheets, eto,

This +type of materia)l accumulates in
offices as a convenience to personnel,
but should be kept to a minimum,

Nenrecord material is often found

interfiled with official papers —- this
is a poor files maintenance practice,
Retention of nonrecord material is not
regquired.. Ideally, mach of this
material should be destroyed without
filing. This reduces the wvolume of
material in the files and makes files
more serviceable. If, however,
nonrecord material is filed, it must be
kept separately from official records.

420-1

DISPOSITION INSTRUCTIO



ROMBER

l101-01

101-02

101-03

DESCRIPTION OF RECORDS

The following standards cover nonrecord
material normally created or accumu-
lated as a result of responsibilities
and activities common to all cffices,

Files Maintenance and Disposition
Plans, Dogumeénts such &s IBWC Form 11
which reflect file categories, disposal
Anstructions, and other information
about the files accumulated as an

individual file station.

Reading or Chronological Files., Esxtra
coples of correspondence prepared and
maintained by the originating office,
used solely as a reading or reference

file for the convenience of personnel.

Suspense Files, Paper arranged in
cEropoiogIcaI order as a reminder than
an action is required on a given date;
or a transitory paper being held for
reference which may be destroyed on a

given date. Examples .of papers in
suspense files are:

a. A note or other reminder to submit
a report or to take some other
action.

b. The file copy, or an extra copy of
an outgoling communication, filed
by the date on which a reply is
expected.

c. Papers which may be desgtroyed in
30 days or less as being without
further value, :

420-2

DISPOSITION INSTRUCTIONS

Destroy when relatec
records are destroyed, o
transferred to the National

. Archives, or when no longe:

nesded for adminjistrative
or reference purposes. {GRE
16{2a))

Destroy when 2 years old,
or when no longer needed,
whichever is sooner. (GRS

S 23(1))

Destroy after action is
taken. (GRS 23(6a}l)

Withdraw documents when a
reply 1s received. (1) 1f
suspense copy is an extra
¢opy, destroy immediately.
{2) If suspense copy is the
file copy, incorporate it
into the official files.
(GRS 23{6b))

Dgst:oj on date under which
suspended, (NC1-76-77-1)
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ITEM
NUMBER

101-04

101-05

DESCRIPTION OF RECORDS

Policy and Precedent Reference Piles.
Copies of documents establishing policy
or precedents pertinent to future and
continuing actions. Kormally, policy
and precedent files are maintained at
operating levels and consist of extra
copies of operating procedures,
statements of policy or procedure,
examples of typical cases, and other
documents duplicated in official files.

Original or official record copies will -

NOT be placed in thig file, This file
consists of nonrecord ¢opies maintained
only for convenience of reference.

Trangitory Files. Papers of short term
interest which have no documentary or
evidential value and nermally need not
be kept more than 90 days. Examples of

transitorxy correspondence are sghown
below:

a. Reggesta for Information or
Fublications, Routine reguests
for information or publications
and copies of replies which
require no administrative action,
no policy decision, and no special
compilation or research for reply,
such as requests for publications
or other printed material,

b. Letters of Transmittal, Letters
of transmittal that do not add any
information to that contained in
the transmitted material.

€. Quasi-Official Notices. Memoranda
and other papers that Jdo not serve
as the basis of official actions,
such as notices of holidays or
charity and welfare fund appeals,
bond campaigns, and similar
papers, ' :

420-3

~ DISPOSITION INSTRUCTIONS

Destroy whern superseded or
obsolete. (GRS 16(la})

Destroy when 3 months old,
or when no longer needed,
whichever is sooner. (GRS
23{7a,b,c))



ITEM
HUMBER

101-06

101-07

101-08

DESCRIPTION OF RECORDS

Recordkeepers shall combine types of
temporary material shown above inte one
transitory file arranged chronological-

< ly. If the volume warrants using more

than one felder, four folders labeled
as follows may be used:
Transitory (Jan - May - Sep)
Trangitory (Feb - Jun - Oct)
Transitory (Mar - Jul -~ Nov)
Transitory (Apr - Aug - Dec)

A folder is unsed for each month. At
the beginning of each month, the folder
used the previoue month is placed
behind the other three, until ail four
folders have been used, At the
beginning of the fifth month, the
contents of the folder containing the
oldest material are destroyed and the
folder reused for the current month,

Routine Contrel Piles. Papers used to

- Facilitate or control work is progress,

such as 3Jjob control Trecords, status
cards, routing slips, work proceasing
sheetg, and records which control work
flow and record action taken or gerve
as receipts for records chargeout,

Agency Directives and Publications-

Reference Copies, Extra copies of
regqulations, directives, and publica-
tions and Department of State manual

releases, bulletins, circulars,
pamphlets, and public  relations
material. :

Publications of Other Government
Agencies. Coples o©f Congressicnal
documents, OMB Circulars, Code of

Federal Regulations, Federal Register,

GSA publications, etc.

420-4

DISPOSITION INSTRUCTIONS

Destroy when no Jlonge
needed. (GRS 23(8))

Degtroy when superseded ¢
cbgolete. (GRS 16(1))

Destroy when superseded ¢
cbsolete, or in the case ¢

bound volumes, when nc
needed for library pur
poses, {(RCl1-76-77-1)
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ITEM
NUMBER

101-09

lol-10

101-11

1lo2-01

DESCRIPTION OF RECORDS

Non-Government Publications. Publica-
tions of commercial firms, private
institutions, and wendors, Iincluding

catalogs, brochures, price lists, and

similar publications,

Library Materials. Excess coples of
books, pamphiets, journals, and similar
materials.

Technical Reference Material. Copies
of reporte, studies, special compila-
tion  data, drawings, periodicals,
clippings, etc., which are needed for
reference and information purposes but
are not made a part of official files.

Prepared internally and externally.

! SECTION 2.
GENERAL CORRESPORDENCE (SUBJECT) FILES

The records described below consist of
originals or copies of correspondence,
reports, formg, and other materlials of

a generzl nature on  a wide variety of

subjects, These materials are arranged
according to the Subject Piles Out-

lines.

*Mission® Corregpondence Files.
Mission correspondence files document
the funetions and respefsibilities for
which an office is primarily respon-
sible, '

a. IEWC Headguarters,

l. Mission files coreated and
maintained in offices whose
primary function  directly
relates to regponsibility for
_treaty-directed activities
along the international
boundary between the United
States and Mexico.

420-5

DISPOSITION INSTRUCTIONS

Destroy when superseded o
obsolete, (NC1-76-77-1)

Destroy when superseded
cbsolete, or no longe
needed for reference
Refer items of potentia
value to Yibrarian fo
disposition. (NC1-76-77-1

Review at Jeast annually

Destroy material of n
further reference value
(NC1-76-77=1) '

Permanent, Cut off ai

close of the calendar year,
Transfer to FRC 10 year:
after ocutoff. Offer &«
National Archives 30 year:
after activity has bee;
completed, (NCl-76-77-1)



ITEM

NUMBER

102-02

DESCRIPTION OF RECORDS

2. Missjion files created and
maintained in offices whose
primary function involves

administrative support
activities such as personnel,
procurement, propearty,
transportation, travel,
communications, and sgimilar
internal administrative

managenment functions,

b. Field Offices.

*Non-Migsion* Correspondence Files.
Non-mission correspondence files
include correspondence, reports, forms,
and other papers which are accumulated
in an office but do not directly relate
to the functicn or migsion for whiech
the office exists. They generally
include: (1) Coples of papers relating
to subjects for which another office is
responsible for documentation, and (2)
papers relating to routine internal

management or general adwministration

(i.e., *housekeeping® functions) of the
office. :

420-6

DISPOSITION INSTRUCTIONS

Cut off at close o
calendar year. Transfer t
FRC 5 years after cutoff
Destroy 10 years afte
cuteff, (NC1-76-77-1)

Cut  off at clese o
calendar year. Destroy |
yearg after cutoff, (NC1
76-77-1)

Cut off at close of th
calendar vyear. Destroy !
years after cutoff. (NC1.
T6=-77-1)



ITEM

201-01

b.  Contributing,

DESCRIPTION OF RECORDS

CHAPTER 2. :
PLANNING AND MANAGEMENT RECORDS

The records described in this chapter
relate to the general managewent,
planning, organization, and direction
of IBWC operations.

in the c¢ourse of developing plans,

policies, and programs; management
BUEVEeYS; managetsent improvement
functionsg; and paperwork management
activities. :

SECTION 1.
PROGRAM PLANNING AND MANAGEMENT

Management Objective Piles. Documents
that accumulate from. e process of

establishing and reporting on short-,
mid-, and long-range management
chjectives for IEWC. Includes, but is

‘'not limited to directorial, divisional,

and local monjtored cbjectives. Papers

- reflect the establishment of schedules

to' accomplish objectives,
progress, major problems,

reports on
and ac-

- complishments in meeting the management

objectives established
fact sheets, and related
correspondence. :

by the plans,
documents and

a, Commissioner's Dffice

-

commenting, or
coordinating offices.

420-7

They are created

DISPOSITION INSTRUCTIONS

Permanent., Cut off af

clogse of the calendar yea;
in which plan is super-
seded, Transfer to the FRC
10 years after ocutoff.
Offer to the National
Archives 30 years after
cutoff. (NC1-76-77-1) -

Cutoff at close of the
calendar year in which plan
is superseded. Destroy §
years after cutoff., (NCl-
76-77=1) :



ITEM
NUMBER

201-02

201-03

- statistical

DESCRIPTION OF RECORDS

‘Management Survey Case Files. Consist
of staff studies or management improve-

ment projects regarding analyses of
administrative policies and procedures,
manpower  surveys, organization and
methods studies paperwork studles, work
simplification and  standardization
studies, workload and work distribution
analyses, and similar studies.
Includes papers authorizing the project

and describing 1its secope, purpose, and

intermediate progress
reports and correspondence; final
survey report and documentation of
actions taken as a direct result of the
survey.

objectives;

a. Office conducting the survey or
office sponsering a contract to
perform survey pervices,

k. Office surveyed.

Management  Surve Background Files.
Papers accumuiated in the collection of
data for or during a management survey
or staff study, Includes notes,
data, feeder reports,
working papers, copies of directives
and local operating procedures, charts,
personnel data and similar material
collected for fact-finding or back-up
purposes.

420-8

DISPOSITION INSTRUCTIONS

Cut  off gt close of
calendar year in which
action is completed on
survey. Hold 5 years and
retire to FRC. Destroy 20
years after ocutoff, (NCl-
76-77-1}

Destroy on completion of
next comparable survey or
when no longer needed for
reference. (NC1-76-77-1}

Cut off at close of
calendar  year in which
survey is completed.
Destroy when no longer
needed for reference or §

years after cutoff,
whichever is earlier.
{NC1-T76-77=1) -



ITEM

201-04

201-05

DESCRIPTION OF RECORDS
Censists of

Pro%ress Report Files,

monthly summary progress reports to the
Commissioner. This report is a summary
of reports from divisgion level offices,
such as the Hydrographics and Water
Accounting Office, Investigations and
Planning, and the Projects Division.
Format entails the following items from
each office: Important progress items,
pending important problem areas and
actions taken, a summary reports
section, & detailea reports section,
and a photographic reporte section,

a. Original,

b. File copy in submitting office.

Progress Statement Files., Consists of
monthly progress statements signed by
the Commissioner. Includes agreements
with Mexico and principal projects.,
Distributed teo all headquarters and
field office supervisocrs, ARA/MEX and
USEMBMEX and OME. Includes data such
as astatus of projects, operations and

"maintenance, boundary mapping, and

personnel .statistics,

a, Original,

b, Cffices receiving copies.'

420-9

DISPOSITION INSYRUCTIO

. Permanent, Cut off
close of the calendar ye:
Tranefer to FRC 10 yea
after cutoff. Of fer
National Archives 25 yea
after cutoff. {NC1-76-7
1)

Cut off at close of t
calendar year. Destroy
years after cutoff. {HC
76-77-1)

Permanent. Cut off a
ciose of the calendar year
Transfer to the PFRC 1l
Years after cutoff
Transfer to the Nationa
Archives 25 years afte:
cutoff. (N1-76-90-1}

Cut off at close of the
calendar year, Destroy !
Years after cutoff. (N1-76-.
90-1)



ITEM
NUMEER

201-06

202-01

C o 202-02

202-03

DESCRIPTION OF RECORDS

Commigsioner's Annual Summary Proe ress
Report Files. Consists of or glnal o

a multi-page annual report highlighting
activities and accomplishments for the
past calendar year angd anticipated
activities for the coming year.
Achievements are listed for each
activity or function -- international
agreements, construction, operation,
investigations, plans, and reports,

budget, persocnnel, and other sig--
. nificant advances,

SECTION 2.
PAPERWORK MANAGEMENT

IBWC Internal Directives Record Set.
Consists of the official le copy of
each formal policy and procedure
igsuance published by IBWC. Includes
supporting case file, if any, contain-
ing documents relating to the prepara-

tion, review, clearance, publication, -

and distribution of each internal

directive.

IBWC Forms Rumerical Files. Consists
of the master copy of each locally
developed form and revision and
supporting data showing the inception

‘and scope of the form, the program or

adminigtrative. purpcses served by the
form, clearances and’ approvals, and the
related procedures instituteq, revised,
superseded, or cancelled. Arranged
numerically by form number,

Forms Punctional File. A Collection of
IBWC orms used +to assist in forms
ranagement activities such as determin-
ing whether new forms should be develo-
ped and approved and whether existing
forms should be consolidated or
replaced by other forms. Arranged by
functional classification.

420-18

DISPOSITION INSTRUCTIONS

Permanent. Cut off at
close of the calendar yvear.
Transfer +to the FRC 10
years after cutoff. Offer
to the National Archives 25
years after cutoff. (NCl-
76=-77-1)

Permanent. Cut off
cancelled or superseded
directives at close of the
calendar year, Offer to
the National Archives 10
vears after cutoff,
Destroy the supporting case
file when the official file
copy of the directive is
offered to the National
Archives. (NC1-~76-77-1)

Destroy 5 years after
related form is discon-
tinued, superseded, or
cancelled, (GRS 16{3a})

Destroy when related form
is discentinued, super-
seded, or cancelled. (GRS
16(3b})



ITEM
NUMBER

202-04

202-05

202-06

202-07

DESCRIPTION OF RECORDS

Forms Register, A register used to
record and control the assignment of
numbers to local forms.

Reporte Control) Case Pile. Case files
maEntained for each locally required
report created, cancelled, or super-
seded. Included are documents which
reflect actions taken in approving and

controlling specific reports, copies of

pertinent forms and directives, and
related correspendence, evaluations,
and similar type papers. Filed by
title or reports control symbol.

Files Maintenance and Disposition
Plans. Doctments which reflect file

categories, disposal instructions, and

other information about the files
accunulated in indivigual file sta-
tions. This series is maintained by

the IBWC Records Liaison Officer.

Records Disposition Files. Descriptive
inventories, disposal authorizations,

schadules and reports.

a, Basic documentation of records
description and disposition
prograns, including Standard Form
115, Request for Records Disposi-
tion Authority; Standard Form 135,
Records -Transmittal and Receipt;
SP 258, Reguest to Transfer,
Approval, and Receipt of Records
to National Archives of the United
States; and related documentation.

b. Routine
memoranda

correspondence and

420-11

DISPOSITION INSTRUCTIONS

Destroy when related fornm
is discontinued, Buper-
seded, or cancelled. (GRS
16(3b)}

Destroy 2 years after the

report iz discontinued,
{GRS 16(6}) _
Destroy when related
records are destroyed, or

transferred to the National
Archives, or when no longer
needed for administrative

or reference purposes.
{GRS 1&(z2a))

Destroy when related
records are destroyed, or

transferred to the National
Archives, or when no longer
needed for administrative
or reference purposes.
{GRS 16(2a))

Destroy when no longer
needed for reference, (GRS
16(2a)})



ITEM
NUMBER

301-01

3p1-02

30i-03

30104

301-05

ZTransactions,

DESCRIPTION OF RECORDS

CHAPTER 3.
FINANCIAL MANAGEMENT
SECTION 1.
ACCOUNTING
.Genera) Ledger Files. One set of

accounts, maintained Dby  account,
summarizing the financial transactions
of the IBWC. Reflects the current
status of funds available, amounts due
and collected, assets, and liabilities,

Sub-Ledger ¥Files. Records used as
posting and control media, subsidiary
to the general Jledgers, maintained by
account.

Journal vVoucher Files. Contain GAO
Stock Form 1017/G showing registers of
transactions with entries detailing
costs and revenues. Used as documents
of original entry. PFiled by month,

Statement of Transactiong Files.
Contain record coplies of Statement of
Standard Form 224,
containing appropriation, receipt, and
disburgement data; Voucher and Schedule
of Withdrawals and <Credits, Standard
Form 10813 and copy of Voucher and
Schedule of Payments, Standard Form
1166, showing Treasury check numbers.
Filed by month. GAO site audit
records,

Paid vVoucher Files, These documents
are also known as "Burean Schedulesg®
and include the record copies of the
Schedule of Payments, Standard Form
1166; ° involces; substantiating orders;
and other backup or suppeortive papers.
GAD site audit records,

420-12

DISPOSITION INSTRUCTIONS

Destroy 6 years and
months after the close o
the fiscal year invelved
(GRS 7(2)}

Destroy when 3 years old.
(GRS 7(4a))

bestray 6 years and
months after period coveret
by account., (GRS &{la})

Destroy 6 years and
months after period coveret

by account. (GRS 6(la}}

Destroy 6 years and
months after period covered
by account, (GRS 6(la))



ITEM
NUMEER

301-06

301-07

301-08

301-09

301-10

‘income and expenses,

‘monies, .ad

- petty cash or imprest funds
- connection with

DESCRIPTION OF RECORDS

Bill for Collection Files. Consist of

GAQ Stock Form . Shows certificate
of deposit number and date paid. Used
when IBWC bills firms or organizations.
GAQO gite audit records.

Cogt Report Files. Cost reports
prepared gquarterly containing con-
golidated balance  sheets, income
statements and accounts, statements of
backup data for
each account, computer  generated
financial estatement. These documents
are related to all other accounting
documents. GAO site audit records.

Schedule of Collections Files, Consist
of Cert categs of Deposit, Standard
Form 219, backup form for receipt of
other supportive papers
arranged chronologically.
audit records.

Cancelled Check Files.
ssued to

Schedule of
Consist of Standard Form .109
cancel checks . lost in
improper payee, -etc., arranged chronol-
ogically, GAC site audit records.

Imprest Fund Files. Documents reflect-
ng receipt of, and accounting for,
used in
small purchases or
travel, Included are receipts for
funds, copiles of reimbursement vouche-
rs, invoices, similar documents, and
related papers. GAO site apdit
records.

420-13

GAD sgite .

the mails,

DISPOSITION

Destroy 6
months after
by account,

Destroy 6
months after
by account,

Destroy 6
months after
by account.

Destroy &
months after
by account.

Destroy 6
monthsg aftex
by account,

JINSTRUCTIONS

years and
period covere
(GRS &(la})

years and
period covere
{GRS 6{la})

years and
period covere
{GRS €(la)}

years angd
period covere:
(GRS 6(la))

years\'and i

period covered

(GRS &6(la)}



ITEM
NUMBER

301-11

3¢1-12

301~13

301-14

301-15

DESCRIPTION OF RECORDS

Apportionment and Reapportionment
Schedule Files. Consist of Standard
Form 132 received from the Department
of State apportioning funds to IBWC.

Budget  Execution _ Files. Periodic
reports centalning Standard Form 133,
Report on Budget Execution, showing net
disbursements, appropriations, allot-
ments, obligations, and expenditures,
Also contain work papers and tabula-
tions. .

a. End of Fiscal Year Report,

b. All Other Reporis.

Budget Status Files. Include Standard
Form 133, Report on Budget Status,

showing transfers of funds to other
agencies, which will show the amounts
in their report to the Treasury.

Allotment Files. Consist of Allotment
Advices, IBWC Form 5-11, used to allot
specific funds to individual projects.
Maintajined in chronological order.

Statement of Allotment 'Report Files.

Monthly summary showing by allotment
the total allotment, obligations to
date, angd unobligated balance.

Prepared in fiscal office and sent to
operating offices for reference or
information purposes.

420-14

DISPOSITION INSTRUCTIONS

Destroy 2 years after the
close of the fiscal year,
(GRS 5(4))

Destroy when S years old,
{GRS 5(3a)}

Destroy 3 years after the
end of the fiscal year. (GRS
5(3b))

Destroy when 35 years old,
(GRS 5(3a)}

Destroy 6 years and 3
months after the c¢lose of
the fiscal year involved.
(GRS 7(3)}) T

Destroy when 2 years old.
{(GRE 7(1))



ITEM
NUMBER

301-16

301-17

301-18

3tl-19

3p01-20

DESCRIPTION OF RECORDS

Statement of Financial Conditioen FPiles,
Final reportE of o gations Yy ap-
propriaticn showing the annual acgount-
ing to <Treasury of current and prior
Year funds. Unobligated monies are
returned to Treasury on this forn.
Consists of Standard Form 220, State-
ment of FPinancial Condition.

Tax Exemption Ccertificate Piles.
Consist of Standard Form 1094 showing

IBWC nonliability for paying tax,

Pax Withholding Report Files. Shows
payments to states and the Federal
Government for taxes withheld from
employee pay checks. Include state
forms; Schedule of Payments; Quarterly
Federal Excise Tax Return, Treasury
Form 720; Employee's Quarterly Federal
Tax Return, Treasury Form 941; computer
backup computations, Indicates
employee name and taxable wages.
Chronological arrangement,

Requiceition Card Piles.' Lfonsist of.
IBWC Ferm DS-537 (5 x B card) used to

draw itemg from the warehouse, Shows
pProject name and amount charged, Thisg
amount is posted to a recap sheet used
te  enter accounting data jinto the
system. This data ends up in the Cost
Report. Filed by Month. .

Entry on Plant Property and Equipment
Recor Log. ~ IBWC orm used to show

pesting entries On  property and
equipment records for items costing
over $100, Shows date, purchase order
humber, schedule number, account
numbet, description, and amount.

420-15

DISPOSITIONR INSTRUCTIONS

Destroy 6 years andg
months after period covere
by account. (GRS 6(la))

bestroy 3 vyears afte;
pPeriod covered by relatec
account. {GRS 3(12))

Destroy 4 years after forn
is superseded or obsolete.
(GRS 2(18¢)}

Destroy when 3 years old.
{GRS 8(3))

Degtroy 2 years from date
of list, (GRS 3(9a))



ITEM
NUMBER

301-21

301-22

301-23

301-24

301-25

301-26

.Accounting Card Fileg.

DESCRIPTION OF RECORDS

Vendor Payment Control Card Files.
Cards (5 x &) maintalned by vendor
name; contains a posting showing
payment data, amount, and schedule
number. This is a necessary index
since paid voucher files are maintained

in schedule number sequence.

Machine cards
used to enter and distribyte coste,
eéxpenses, amounts, and other details
into the accounting system, .

Contract Payment Administrative Piles.
Coples of records in official contract
and paid voucher
schedule of payments, bonds, insurance
docunents, contract, invoices, pay

estimates, and other related papers,

Grazin Lease Administrative (ase
Files. Consist of papers related to
administration of grazing leases,
including coples of notifications to
the project chief of collections on
leases in his locality, problems, or
related issues, Official lease and
receipt documents located elsewhere.
Arranged by name of lessae,

Voucher and  Schedule of Payments
Reference Filles. Consists of poatIng
coplés of sStandard Forms 1166 used as a
convenjence or reference CODY .

Warehouse Issue Report Piles. Consists
of coples of IBWC Form €78, which is a
ecurce document set up in a columnar
format for keypunching., Shows account-
ing data and is used to charge issued
items to projects.

420-16

files consisting of

DISPOSITION OF RECORDS

Destroy 6 years ang
months after pericd covers
by account., (GRS 6{la})

Destroy when & months olg
(GRS 8(7b(1)))

Destroy when 3 years old
(GRS 6({5b}}

Destroy when 1l year old.
(GRS 6{ib))

Destroy when 1 year olad.
(GRS &6{(1b))

' Destroy when 3 years old.

{GRS B(6a,b))



ITEM
NUMBER

30127

301-28

301-29

302-01

302-02

"amount by

DESCRIPTION OF RECORDS

Cost Account Worksheet Files,
of IBWC Form
worksheet to
Isgue Report.

Consists
+» used strictly as a
prepare the Warehouse

Records each requisition
cost account number and
totals monthly.

Shop Labor Report Files. Consists of
copEes of IBWC Form 478 used to charge
shop labor to projects, Shows cost
accounting data, other - reference
detail, overhead, and total amount,

Shop Order Files, Consigts of IBWC
Form 353, & work order identifying he
account number, project, and shop.
Describes the work to be done, record-
ing of labor and materiale costs,
Files are gsummarized monthly by project
and are used to prepare the Shop Labor
Report. '

SECTION 2,
BUDGET

Budget Estimate Piles. Includes file
copges of budget estimates prepared in
the IBWC Budget Office, comprising
appropriation 1language sheets, narra-
tive statements, and related schedules
and data. Filed by budget year ana
used for submission of the Commission's
request for funds.

Budget Work Paper f£iles, Consist of
Work papers, cost statements, and rough
data accumulated din preparation of
annual  budget - estimateg including
duplicates of papers in the Budget

‘Estimate Files and other related data,

420-17

_{GRS 8(7a))

DISPOSITION INSTRUCTIONS

Destroy when 3 years ol¢

Destroy when 3 years old
(GRS 8{6a,b))

Destroy when
(GRS 8(7a))

3 years old

Permanent. cut off at
close of the fiscal year.
Transfer to the FRC 10
years after cutoff.’ Offer
to the National Archives 30
years after cutoff., (NCl-
76-77-1)

Destroy. 1 vyears after the
close of  the fiscal year
covered by the budget,
(GRS 5(2})



e

ITEM
RUMBER

302~03

- 302-04

303~01

DESCRIPTION OF RECORDS

Redquest for Apportionment Files.
Consists of Budget Office file copy of
Department of Etate Form DS-~865,
Financial Plan for Fiscal Year 19_ .
Identifies data submitted, amendment
number (if any), operating bureau or
office, and source of funds. Shows the
allotment activity and purpose, title

‘end number by quarters, and the total

plan for the fiscal year, This

document is submitted to the Department

of State for allotments of funds.
¥iled chronologically by fiscal year.

Briefing Boock Files. = These documents
contaln reference material prepared by
the IBWC Budget Office for use of top
staff in dJefending or supporting the
budget reguest. Included are narrative
descriptions of varicus projects,
proposed activities, results  and
benefits derived, and any othex
information which the IBWC anticipates
will aid in Jjustifying its request,
These files contain no  original
documentation and are valuable refere-
nce items only.

BECTION 1.
PAYROLL

‘Payroll Files. Contain time and
attendance reports; copies of Youcher

and Schedule of Payments, Standard Form
1166; Payroll Change 8Slips, Standard
Form 1126; detalls of cost distribu-
tion; savings bonds and other cost data
printout; and printout showing employee
name,. cost account tine charged
against, leave information, deductions,
etc. Also shows allotments to banks
and credit unions and letters tec the
Treasury gsummarizing allotments to
banks and credit unions. Arranged by
payroll number.

420-13

DISPOSITION INSTRUCTIONS

Destroy 2 years after th:
close of the fiscal year
(GRS 5(4)})

Destroy 'l year after th
close of the fiscal yeas
covered by  the budget,
{GRS 5(2))

Destroy. after GAO aundit ol
when ears old, whichevel

iz sooner. (GRS -B-{Setiyy).

c?_ 4 ez



—

ITEM
NUMBER

303-02

303-03

304-01

304-902

‘conducted by cother than

DESCRIPTION OF RECORDS

Master Payroll bData Pile, Contains
biweekly payroll  data, cunulative
earnings to data, on a calendar year
basis. This information is used to
prepare W-2 information for employees.
Information for this file is found in
three places: Computer printout,
operating @isk, and backup disk.

Individual Pa Card FPilea. These card
files consist of Standard Form 1126 and

‘are arranged alphabetically by employvee

name,

a. If in the official personnel
folder or in individval pay folder
filed adjacent ¢to the official
personnel folder. _

b, If not in or filed adjacent to the
official personnel feolgder.

SECTION 4.
INTERNAL AUDITING SERVICES

Investigative Case Files. Includes
documents resulting from audits
the u.8.
Section's ITnternal Auditor. Audits
such as the GAO, State Department, etc.

are included in these files,

Internal Audit Cage Piles,. Includes
audit plans, Bchedules, reqisters,
reports, - correspondence, memcranda, and
supporting work  papers, Audits
consists of ejither regularly scheduled
Internal Audits {IA) or  Special
Projects (SP) or unprogrammed audits.
These files are kept on a fiscal year
basis, Audit register shows the
scheduled audits and special reviews
made throughout the year, comments, and
completion dates,

420-19

DISPOSITION INSTRUCTIONS

Cut off at end of th
calendar yea when W-2's ar
printed. One copy of year
end data is . forwarded ¢
NPRC, S5t. Lounis, MO, and i
destroyed 56 years afte
cutoff. (NC1-76-77-1)

Dispose of with th
cfficial personnel folder,
(See GRS 1(1))

Cut of at close of calenda

year, Transfer to th
NPRC, BSt. Louis, MO, .
years after cutoff

Destroy 56 years afte;
cutoff., (NC1-76-77-1)

Place in inactive file:
when case 1is closed. Cul
off inactive file at end of
fiscal vyear. Destroy 1l
years after cutoff., (GRS
22{1b)) :

Cut off at end of fisca)
year in which case is
closed. Deatroy 8 years
after cutoff. (GRS 22(2))



o S

ITEM
NUMBER

401-01

401-02

401-03

DESCRIPTION OF RECORDS

: CHAPTER 4.
ADMINISTRATIVE SUPPORT RECORDS

- SECTION 1.
PRINTING, REPRODUCTION, AND
DISTRIBUTION PILES

Master Files. Official
file coples of each booklet, pamphlet,
poster, monograph, technlical report,
monthly and annual report, employee
newsletter, or other issuance published
by IBWC. Includes publications for
internal agency 4issuance and use and
publications for promotional or
external usge, The word "publications®
means reproduction by  printing,
photographic, or other methods in
multiple copies, whether for limited or
general . distribution. Official file

Publications

copy is maintained by the office
responsible for preparation and
issuance or the office reguiring
- gontractor preparation. Publications

in this f£ile will be digtinctly marked
"Record Set®™ and will not be charged
out. One copy of selected publications
will also be sent to the IBWC Library.

Printing and Reproduction Requisition
Files. Includes printing procurement

unit copies of requisitions, specifica-

tions, delivery receipt, and related
papers, Arranged by requisition
number,

office Copying Equipment Production and
Cost Files, Consists of retained
copies of production records or reports
and cost records (including rental,
repair, maintenance, and supply costs)
submitted to  higher administrative

levels.

420-20

DISPOSITION INSTRUCTIONS

FPermanent. Cut off whe
pubilcation is superseded
cancelled, or 3 years afte
issuance, vhichever i
sooner. Transfer to th
FRC 2 years after cutoff
Offer to the Nationa
Archives 10 years afte
cutoff. (NCl-76-77-1)

Destroy 3 years  afte
completion or cancellatio
of regquisition. (GR
3{6a))

lestroy when 2 years old
(GRS 13(1})



ITEM
NUMBER

401-04

41062-01

402~-02

402~03

403-01

DESCRIPTION OF RECORDS

Library Catalog Cards and Shelf Lists.,
Cards, sts, and similar documents
showing author, titles, crosg-referen-
ces, subject, and location of items on

shelves,

SECTION 2.
BUILDINGS, GROUNDS, AND SPACE
MANAGEMENT #ILES

Visitor Control Files. Reglsters or

093 use to record names and firms
represented for visitors to IBWC
Headquarters. Typical entries include
contractors, vendor representatives,
employees of other Federal agencies,

and service personnel.

Identification Credential Flles,
Includes M ng and grounds passes,
employee identification cards, applica-
tions, listings, and similar records.

s§ace-nssignment'and Maintenance Record
Files. Consist of GSA Form 65, Space
Assignment Records; copy of SF 145,
Order for Telephone Service; GSA Form
2956, Reimbursable Work Authorization;
and related papers., Maintained in the
procurement office by lease number and
used for control of space agsignment
and maintenance,

. BECTION 3,
COMMUNICATIONS FILES

Telephone Diréctory Files. Correspon-
dence, orms, and othar records
relating to the compilation of teleph-
one listings and directories. Includes
copy of each directory. Arranged

chronoleogically by date of issuance,

420-21

DISPOSITION INSTRUCTIONS

Destroy when superseded o
cbsolete. (GRS 14(6))

Destroy 5 years after dat
of document, as appropria.
te. (GRS 18(17a))

Destroy credentials 3
months after return ¢
issuing office. (GRS
1)1(4a)) _

Destroy 2 years after
termination of assignment,
or when lease isg cancelled,
or when plans are super-
seded or obsoclete.- (GRS
11{2))

months after
listing. (GRS

Destroy 2
issuance of
11(3))



ITEM
NUMBER

403-02

40303

404-01

40402

404-03

DESCRIPTION OF RECORDS

Postal Receipt FPiles. Consist of 1.8,
Postal Service forms and supporting
papers such as receipts for registered
and certified mail, insured mail,
special delivery receipts and forms,
reports of loss, and similar types of
documents. Arranged chronologically.

Mailing List Files. Consists of a copy
. of each mailing list and correspon-

dence, request forms, 2nd other records
relating to changes in mailing lists,

SECTION 4.
FREIGHT RECORDS

U.8. Government Bill of Lading Files.
Includes memorandum copies of SF 1103,

U.5. Government Bill of Lading; copies
of shipper's receipt and/or invoice;

and other related correspondence or

documents such ag GSA Form 1396, Reply
to Inguiry Concerning Order/Ship-
ment /Return/Billing, Maintained by
geographical location and by bill of
lading numder.

Damaged /Shortage Report Files.
Congists of a copy of loss or damage

. claim; Government Bill of Lading; GSA

Form 547A, Shipping Document; Over,
Short, and/or Damage Report; BSF 361,
Discrepancy in Shipment Report; GSA
Form 1%65, Over, Short, and Damaged
Questionnaire; copy of SFP 147, Orders
for Supplies or Services. Maintained
by elaim number.

Pre-Paid Freight Bill Files, Consists
of copy of freight & sent prepaijd.

Shows the receipt by the carrier.

42022

DISPOSITION INSTRUCTIONS

- Destroy when 1 year olé

(GRS 12(5a)}

Destroy after appropriat
revision of mailing list o
after 3 months, whicheve
is sconer. (GRS 1l3(4a))

Cut off at end of fisca
year, Destroy when 3 year
old. (GRS 9(la(l)))

Déstroy when 3 years old
(GRS 9{2)) .

Cut off at end of fisca;
year. Destroy when 3 year
ald. {GRS 9({la{l}))



ITEM
NUMBER

405-01

405=02

-b. Denied

DESCRIPTION OF RECORDS

SECTION 5, -
FOIA AND PRIVACY ACT REQUESTS

Freedom of Information Aect Recuest
Files. Documents accumulated in
preparing replies to inquires specifi-
cally identified as FQIA requests,
Includes the request, estimates of
search costs and reproduction fees,
documents reflecting coordination of
the response, and related papers and
correspondence. ’ :

a. Approved regquests and denied
requests which do not result in
- appeals or litigation,

requests resulting in
appeals or litjgation.

Privacy Act Request Piles, Files
created in response to requests of
individuals to gain access to their
records or to any information in the
records pertaining to them as provided
under the Privacy Act, Files include
the request, copies of reply and all
related documents.

a&. Granting access to all requested
records.

420-23

DISPOSITION .INSTRUCTIONS

See GRS 14, Items 11-15 fo
disposition of FOIA record
not described herein, :

Approved requests. Destro
2 years after reply. (GR.
14(11a{l}1))

Denied requests, Destroy
Years after date of reply
(GRS 14(lla{3)(a)))

Destroy 6 years after fina;
determination by agency o
3 years after fina;
adjudication by courts, o
6 yearg after the time ai

which = a requester coulc
file suit, whichever i
later. (GRS 14(12})

See GRS 14, Items 21-26 foi
digposition of PA record:
not described herein.

Destroy 2 years after date
of reply. (GRS 14(2la(l))}



ITEM
NUMBER

406-01

406-02

406-03

406-04

DESCRIPTION OF RECORDS

b. Denying access to all or part of
records requested.

(1} Requests not appealed.

{2) Requests appealed,

SECTION 6.
TRAVEL AND TRANSPORTATION

Carrier Transportation Files, Copies
of documents reflecting carrier
charges, conaisting of memorandum
copies of Vouchers ({SF 1171A), dupli-
cate copies of Transportation Requests
{(SF 1169, and related supporting
documents.

Employee Travel Files. Documents
concerning official travel of in-
dividual employees. Includes copies of

employee requests for travel, anthorizg-
ations, travel vouchers, advance of

fonds regquests, and similar or related
' papers,

Maintained by the unit
responsible for providing travel
services, and arranged by employee
name,

Travel Authorization Control FPiles.
Registers, logs, or similar control
documents used to record the assignment
of deocument pumbers to employee travel
aunthorizations.

Transportation Request Control Files.
RegIsters or logs gocumenting the Issue
or receipt of Government Transportation
Requests, . '

420-24

DISPOSITION . INSTRUCTIONS

Destroy 5 yearsg after dai
of reply. (GRS 1l4(21a
3Hi{a)))

Dispose of in accordant
with GRS 14, Item 21.

Destroy when 3 years ol¢
(GRS 3(1b))

Destroy when 3 years old
(GRS 9(3a)).

Destroy when 3 years old
(GRS 9(1b})

Cut off pages with al
entries cleared at close o
figcal vyear, Destroy
year after cutoff, {NC1
T76=7T7=-1}



ITEM
NUMBER

40605

406-06

DESCRIPTION OF RECORDS

Mileage Record Files. Maintained for
each Government vehicle showing oil and
gas supplied and mileage. Identified
vehicle license number and date. Used
for mileage report to GSA,

Motor Vehicle Aesignment Receipt Files.
Consists of GSA Form 1152 Tdentifying
the agency, type of wvehicle, license
number, motor pool, rental rate,

agsignee’s signature, termination data,

and mnileage, Vehicles assigned ¢o

IBHC.

42025

DISPOSITION INSTRUCTIONS

Destroy when 2 years old
(GRS 10(1})

Destroy 4 years vwehicls
leaves the agency custody.
(GRS 10(6)) '



ITEM
NUMBER,

501-01

DESCRIPTION OF RECORDS

CHAPTER 5. '
FROCUREMENT AND PROPERTY MANAGEMENT

SECTION 1.
PROCUREMENT .

Procurement Case Files, In addition to
special types of contracts described
helow, the term procurement case files

+ is a generic term encompassing requisi-

tions, purchase orders, memorandums of
agreement, and any other  types of
contracts. Each case file contains
documents, cerrespondence, and related
papers pertaining to award, administra-
tion, receipt, Jinspection, and payment
{excluding those related to real
property).

- Construction contracts for
International Boundary Projects.
Arranged by IBEM (international
Boundary with Mexice) contract
number. Documents in each file

are arranged in .the fellowing
sections:

- Contract Section. Invitation
to Bld with Modifications and
Amendments; Bidding Schedule;
sF lo-a, Labor Standards
Provisions; SF 23-A, General
Provisions {Constructicn
Contract); SF 19-B, Represen-
tations and Certifications;
SF 23, Construction Contract;
SF 1036, Statement  and
Certificate of Award; Neotice
to Proceed; and other related
pﬂpers. '

420~-26

DISPOSITION INSTRUCTIONS



ITEM
- NUMBER

DESCRIPTION OF RECORDS

EBid Bection. Contains
amendments to IFE ack-
nowledgements signed by

contractor; Power of Attorney
for surety company; SF 24,
Bid, Bond; SP 19-B, Represen-
tations and Certifications;
Statement of Equipment
listing equipment available
and that which will be
committed to the job; Bidding
Schedule with amounts
attached to §F 21, Bid Form;
and other related papers,

Bond Section. Contains
Powers of Attorney for
Burety; S8F 25, Performance
Bond; SF 25A, Payment Bond;
Resumption Orders to resume
work after bad weather;
Change Orders including
specifications with signa-
tures of acceptance.

Payment Section, Contains
Payment Estimates submittead
by the contractor; copies of
SF 1166, vVoucher and Schedu-
les of Payments; and related
papers,

Payroll Section. Contains
- certified copiles of contrac-

tor payrolls; Department of
Labor Form WH-348, Statement
of Compliance; a listing of
occupations showing codes and
hourly rates; payroll numbers
showing pay period ending
date and date received. ({See
Contractor Payroll Files for
disposition.}

420-27

DISPOSITION INSTRUCTIONS



ITEM
NUMBER

DESCRIPTION OF RECORDS

- Correspondence Section.
Contains copies of 1jability
insurance certificates;
correspondence from and to
the cotitractor explaining
days lost due to bad weather
and extending completion
dates; correspondence about

such things as procedures,

equipment, and understandings
concerning the work,
Correspendence “to the
contractor is signed by the
Constructicn Manager or the
Principal Engineer.

Contracts for Engineering and/or
Consulting Services, Typical
contracts of this type are for
such items as professional
engineering services, consultant
services, eguipment maintenance,
aerial mapping, appraisal service,

gecdetic surveys, right-of-way

suxveys, photographic services,
and professional and technical
advice. Included ir the file are
such ltems as SF 25, Performance
Bond; Power of Attorney for surety
company; ©Special Provisions; SF
35-4, Solicitation Instructions
and Conditions; SF 33, Solicita-
tion, Offer and Award; SF 36,
Continvation  Sheet; SF 1l03e,
Statement and Certificate of
Award; copies of letters sent to
firms responding to the Request
for Proposal; copies of SF 1166,
Voucher and Schedule of Payments;
copies of contract status 4in-
quiries; related papers,

420-28

DISPOSITION INSTRUCTIONS



ITEM
NUMBER

DESCRIPTION OF RECORDS

Memorandum of Understandin [=3 4
Agreement. This type of contract
is used between IBWC and other
agencies, organizations, or
individuals to outline rights of
the parties for use, maintenance,
pro rata share of «costs for
projects or works constructed

along the boundary, Documents in

the £file consist of such as the
Rarrative Agreement and SF 1036,
Statement of Certificate and
Award, It may also contain plans;

- payment estimates; copies of SF

1166, vVoucher and BSchedule of
Payments; a listing of payment
amounts and dates; and other
related papers. Contracts are
signed for purposes such as
providing for the sale of the
U.S5.'s portion of power produced
at an international dam; uge of
land forxr construction, operation,
and maintenance of a border
inspection station’ or a gaging
station; for relocation of levees;
or for the modification of
irrigation facil}ities, Although
agreements may be signed with
individuals, they are usually
gigned with other Federal agencies
or units of government such as the
Rational Park BService, Corps of
Engineers, General Services
Administration, Hidalge County
Water Control and Improvement
District, City of Nogales, Texas
Highway Department, Donna County
Irrigation District. .

420-29

DISPDQITiON INSTRUCTIONS

.



ITEM

501-02

DESCRIPTION OF RECORDS

a. Procurement Office Copy.

(1} Transactions of $25,000 or
more and documenting the
initiation and development of
Eransactions that deviate
from established precedents
with respect to IBWC procure-
ment or to major procurement
programs.

{2} Transactions of more than
$25,000 and all construction
contracts exceeding $2,000.

(3) Transactions of $25,000 or
less and construction
contracts under $2,000.

b. Copies of papers contained in

Proc:, “ement Files used for
administrative purposes and not

covered alsewhere in this schedu-
le,

C. Obligation Copy.

Contract Log Files. Logs are main-
tained by contract type and are used
for control and reference. Entries on
the log contain the following informa-

tion depending on contract type:
Contract, purchase order or request for

purchase number, commodity or service
identification, description, estimated
cost, project, bid npumber, location,

firm, method of purchase, expiration
date of contract, dJdate of document,
inveice amount, Jdate cancelled or
terninated.

420-30

DISPOSITION INSTRUCTIONS

rermanent. Cut off at er
of the fiscal year whe

terminated, Transfer t
FRC 2 years after cutof!
Offer tc Hational Archive
30 vyears after cutof!
{NC1-76-77-1)

Destroy 6 years and
months after final payment
{GRS 3(3a(l}))

Destroy 3 years after fin:
payment. (GRS 3{3a{2)))

Destroy upon termination ¢
completion. (GRS 3{3c})

bestroy  when funds ar
gbligated. (GRS 3(3b))

Destroy 6 years and
months after final. payment
{GRS 3(3a(1})) ”



G

ITEM
NUMBER

501-03

501-04 .

501-05

501-06

Hovernment

DESCRIPTION OF RECORDS

Contractor Payreoll Files. Contractor
payrolls are maintained as part of
construction contracts and are sub-
mitted in accordance with U.8, Depart-
ment of Labor regulations. In addition
to certified copies of the contractor's
payroll, they contain Labor Department
Form WH-348, Statement of Compliance; a
listing of occupations showing codes
and hourly rates; payroll npumbers
showing pay period ending date and date
received.

Printing Requisition Files. Consists
of reguisitions or GSA Form 50,
Printing Requisition, issued to the
Printing office or to
authorized Government printing facilit-
ies, Also includes a copy of the
invoice, specifications, and related
papers.

a, Procurement unit copies.
b. Accounting Unit Copies

c. Other copies.

Nonpergonal Services Requisition Piles,
Consist of regquisitions for nonpersonal
services such as duplicating, laundry,
binding, and other nonpersonal ser-
vises, .

Request for Quotation Files. Consists
of SF 1B, Request for Quotations,
identifying firm name and showing
supplies or services, quantity, unit,
unit price, and amount, May alsc have
attached specifications or drawings.
These files are used to get guotes from
potential suppliers of miscellaneocus
items not covered by Federal Supply
Schedules, A purchase order wil]l be
issued after guotes are received.

© 420-31

DISPOSITION INSTRUCTION

Destroy 3 vyears after d
of completion of contr
unless contract performa
is subject of enforcem
action on such date. {

3(11))

bestroy 3 years af
completion or cancellat
of requisition. (GRS 3(6

Destroy 3 years af
period covered by rela
account. (GRS 3{6b))

Destroy 1 year af
completion of job. {GRS
{2a))

‘Destroy when 1 year old.

{GRS 3(7))

" Destroy 3 years after fi

payment., (GRS 3(3a(2}))



ITEM
NUMEER

501-07

. Includes

DESCRIPTION OF RECORDS

Invitation for Bid Master Files.
Consists of papers accumulated in
preparing and issuing Invitations for
Bid on IBWC construction projects.

drafts showing edits and
revisions of such items as specifica-
tions, bidding schedule, notice of pre-
bid conference, advance notice to
bidders outlining the nature of the
project
answers during the pre-bid conference;
memorandum of  approval outlining a
description of the work, completion

time, cost estimates, and recommenda-
tion to advertise for bids with
original signatures of approval from

heads of units involved including the
Commissioner. The following documents
are accumulated in issuing and opening

bids: EF 22, Instructions to Bidders
{Construction Contracts), and sup-
plemental instructions; S-IBWC 236,

Advance Notice Mailing List; requests
for plans and specifications from
contractors; request for mailing lists
from +trade publications; page of the
Commerce Businegs Dail showing its
Tisting of the project; narrative of
the bid opening meeting with sign-in
sheet identifying those in attendance;
an  Abstract of the Bids Received
showing for each bidder the amount bid
for each schedule jtem and total for
the schedule, Originals of unsuccess-
ful bids are comprised of items such as
SF 21, Bid Form, with attached Bidding
Schedule; Statement of Equipment;
Statement of the Proposed Work on the
Ground; SP 19-B, Representations and
Certifications; Certificates of
Insurance; Power of Attorney for Surety
Company; SF 24, Bid Bond; and related
papers.

420-32

and time table, questions and.

. Destroy when

DISPOSITION JINSTRUCTION

Successful bids a
proposals, Destroy wi
related contract ca
files. (GRS 3(5a)
Solicited and unsolicit
unsuceessful bids &
proposals, relating

small purchases asg defin
in the FAR, 48 CFR Part 1
Destroy 1 vyear after da
of award or final paymen

whichever is later. {G
3{5b(1)}}

Relating ta transactlo
above the small purcha

limjitations in 48 CFR Pa
13, when filed separate
from contract case file
relat
contract is complete

{GRS 3(Sb(2)(a)))

to transactio
_ small purcha
limitations in 48 CER Pa
13, when filed wi
contract case file
Destroy - with . relat
contract case file G
JISh{2)(b)})

Relating
above the

Cance) led solicitatio
files, formal solicitatio
of offers to provi

products or gervices (e.g
Invitations for Bid
Requests for Quotation
which were cancelled pri
to award of contrac
Destroy 5 years after da

of cancellation. (3
3(5ci{l}))
Cancelled solicitatio
files, unopened bid
Return t¢ bidder. {G
3(5e(21))



ITEM
NUMBER

502-01

502-02

502-03

502-04

DESCRIPTION OF RECORDS

SECTION 2.
PROPERTY MANAGEMENT

Reserved. This item is no longer being
used.

Froperty Inventory Files, Computer
printouts, Fersonal Property Master
Listing, showing a description, the
manufacturer, model, serial number,
acguisition cost, purchase order

number, date acquired, plant account

, number, location, and IBWC equipment

number,

Report of Surve Files. Documents
MaEntaIned for the purpose of review of

circumstances concerning the loss,

unserviceability, or dastruction of
government property or funds. Contains
S-IBWNC Form 72, Report of Survey.
Reflects appointment of Board of Survey
Officers; describes the number of

. articles, condition, cost, estimated

value, and recommended disposition;
certification by supply officer that
the articles are shown as record on
property records, Also shows a
certification that BPoard of Survey
members have inspected the property and
concur in the estimated value and
recommended disposition. Forms are

filed' by Board of Survey members.

Attached to the form is form letter §-
IBHC 468, Certificate of Disposal,
identifying location and property items
and certifying as to dispomal action.

Lost, Worn-cut, or Stolen Certificate
Files. These  documents IdentIfy
location, data, and description of the
item. The responsible employee signs a
statement that the equipment was lost
or worn-out *through no negligence on
my part.” The approval signature of
the project manager or superintendent
is shown on the document. (These items
are similar to report of survey
documents).

420-33

DISPOSITION INSTRUCTIONS

bestroy 2 vyears from dat
of list. {GRS 3{9a))

Destroy 2 yvears after dat
of survey action or date o
posting medium, {SR:
3(9e)) -

Destrcy 3 years after finaj
entry. {GRS 18(15a))



IiTEM
NUMBER

502~-05%

502-06

502-07

502-08

502-09

502-10

"Journal Voucher Files.

DESCRIPTXON OF RECORDS

Property Transfer Recei¥t Files.
Consists o S-1BWC Form + Property
Transfer Receipt, Identifies location
and date, and shows quantity, descrip-
tien, serial number, and person
receiving the property. The sender's
and receiver'*s signatures are shown on
the form. These files are used to post
changes to property inventory.

Report of Perconal Property for Sale
. Files, Conslsts of 8F Egs, Report of

Personal Property for Sale, and
attached GSA Form 27, Notice of Award,
showing whe purchased the property.
They also include SF 122, Report of
Transfer.

a. Transactions of more than $25,000.

b. Transactions of #25,000 or less.

Regort of Excess FPersonal Property
Files. Conaists ol &F 120, Report of
Excess Personal Property, with attached
SF 123, Application for Donation of
Surplus Property, DHEW donation form,
SF 54, ard delivery order from the
state surplus property agency.

Consists of
copiles of SF -6, showing debits and
credits to  accounts for acquiring
property, Toples of wvendor invoices
are also included, These fileg are
used in the procurement unit to charge
or transfer accounts for acquired
property. {Originals of these files
are found in the Accounting Office.)

'Journal Voucher Control Register Files.
Consists of ‘control sheets malntained

to record Jjournal voucher transactions
for property accounts. '

Issue Requisition FPiles. Consists of
Stockroon coples "6 Dr Foma 533 fer
items issued from the warehouse. Used
for supply management purposeas.

420-34

DISPOSITION INSTRUCTIONS

Destroy when 2 years olad,
(GRS 4(1))

Destroy 6 years after fins
payment. (GRS 4(3a})

Destroy 3 years after fina
payment., (GRS 4(3b)}

Destroy when 3 yvears old.
(GRS 4(2))

Destroy when 3 years old,
(GRS 6(5b))

Destroy when 3 years old.
{GRS 6(5b))

Destroy 2 years afte:
completion or cancellatior
of recquisition, (GRE
3{9a))



-

ITEM
NUMBER

601~01

601-02

£01-03

DESCRIPTION OF RECORDS

CHAPTER 6.
PERSONNEL MANAGEMENT

SECTION 1.
GENERAL PERSONNEL PROGRAM PILES

Official Personnel Folder Files.
Documents accumulated to provIde an
official record of personnel actions
pertaining te an employee's
service. The Federal Personnel Manual
(FPM) specifies the documents required
for inclusion in official personnel
folders.

a, Folders of employees transferred
to another Federal agency.

b. Folders of separated employees.

Personnel Investigative Filles. These
files consist of contidential back-~
ground investigations for IBWC employe-
€5, Filed in manila envelopes showing
the employee name and S5N. Maintajned
outeide the O0fficial Perscnnel Folder.

Personnel Medical Records Files. These
ag congist o confidential medical
information for 1BWC employees., Filed
in manila envelopes showlng employee
name, SSN, and date of bjrth. Main-
tained outside the oOfficial Personnel
Folder, :

a. Transferfud employees.

420-35

status and

DISPOSITION INSTRUCTION:

See FPM instructi
relating to  folders
employees  transferred

another agency (GRS l{la

Transfer folder to
National Pergonnel Reco
Center (NPRC), ©5t. Lou
MO, 30 <Qays after sepa
tion. NPRC will destroy
years after separation f
Federal Service. {
1{1ib)

Destroy wupon notificat
of death or not later ¢
5 years after separation
transfer of employee Of
later than 5 years af

contract relations
explres, whichever
applicable. (GRS 18(22:

See FPM for instructis
{GRS 1l{z2la{l}))



ITEM
NUMBER

601-04

601-05

601-06

601-07

€01-08

DESCRIPTION OF RECORDS

b, Separated enployees,

C. o, Rldesl, e Edp ), %z.s/az,

Temporar Materials in Official
Personnel Folder Files. Material
maintained as: temporary records on the
left side of the official Pergonnel

Folder in accordance with the Federal

Personnel Manual.

Service 'Record Card Files. SF Tis

showing pay and personne history for
each employee. Maintained in accor-
dance with the Federal Personnel
Manual. .

Position 1Identification 8tri Fileg,
SF D's used in service controE file in
personnel office to provide summary
data on each positien occupied,

Notification of Personnel Action Files,
SF 50's, exciusive of those in O clal
Fersonnel Folders, maintained in
chronelogical order in YBWC Personnel
Office. Uséd to provide a record for
incspections, statistics, references,
and preparation of reports. This file
may be referred to as the Chronological

‘Journal File.

Request for Personnel Action Files.
Consigtes o approved SF 52's, Reguests
for Personnel Action, maintained in
chronological seqguence, Used to

initiate personnel actions.

420-36

DISPOSITIONFINSTRUCTIONS

Transfer to NPRC, 5
Louis, MO, 30 days aft:
separation. NPRC wi;

destroy 75 years aft
birth date of employee, |
Years after date of ti
earliest document in ¢)

~folder if the date of biri

cannot be ascertained, ¢
30 years after late:
separation, whichever i
later (GRS 1(2la(2)})

Destroy upon separation ¢
transfer of enployee ¢
when 1 year old, whicheve
is sooner. (GRS 1{10)}

Destroy 3 years afte
separation or transfer o
employese. (GRS 1(2b})

Destroy when superseded o
obsolete. (GRS 1{11))

SF 50's, exclusive of the
copy in the OPF. Chronolo-
gical file copies, Destroy
when 2 vyears old. {GR¢
1¢(14a)} '

All other copies maintajinec
in personnel .offices,
Destroy when 1 vyear old,
{GRS 1(14b))



ITEM
RUMBER

€01-09

601-10

- coples O SF

DESCRIPTION OF RECORDS

a. IBWC Personnel Office originals.

b. Other Offices,

Retirement Record Case Files. Consists
, Individual
Retirement  Record, showing service
history and fiscal record for the
employees, Originals of these records
are transmitted to ¢the Office of
Personnel Management by SF 2807 when an
employee separates. The Office of
Pergonnel Management retains Individual
Retirement Records as  permanent
records, Duplicate copies are retained
in IBWC Pexsonnel Office for reference.

Separations and Transfers Register
Files. Consisgts of copies of SF 2 '
Register of Separations and Retire-
ments, used to transmit Individual
Retirement Record Case Files to the
Office of Personnel Management.
Identifies the agency name, date, page
nunber, burean or reporting unit,
location, and payroll office number.
Shows employee name, current year
retirement deductions, total retirement
deductions to credit of employee, date
of separation, and remarks. Each form
contains page totals, totals brought
forward from the preceding page, and
accumnlated totals to date. Maintained
by page number in the IBWC Personnel
office. Originals of these records in
the Office of Personnel Management are
used to compile the annual summariza-
tion of retirement transactions.
(After the annual summarization of
retirement transactions has been
reconciled, the 0Office of Personnel
Management destroys the SF 2807's.)

420-37

DISPGSITIOH-IHSTRUCTIONS

IBWC Perscnnel offi¢
Originals. Cut o1
completed actions at cloi
of the calendar  yea
Destroy 1  year aft
cutoff., (NCL-76-77-1)

Destroy  when action
completed. (GRS l(l7a)}

Destroy when 1 year ol
(GRs 2(19b))

Degtroy when 3 years ol
(GRS 2(19a})}



ITEM
NUMRBER

601-11

601-12

DESCRIPTION OF RECORDS

Position Description Files. Consist of
cancelled pantIon descriptions’ for
IBWC jobs which have been abolished or
superseded, Maintained according to
Federal Personnel Manual Supplement
293-31. Place cancelled descriptions
in the inactive file when obsolete,

a. Copies maintained in the IBWC

Personnel Office.

b. Other copies,

Grievance and Appeal Cage Files,
Consists of papers accumulated when an
employee grieves or appeals from
adverse actions under applicable OPM
regulations or reduction-in-force and
Hearing Examiner rating appeals and all
other miscellanecus appeals relating to
sBuch matters as position classifica-
tion, salary retention, restoration,
reemployment, performance ratings,
veteran preferance, etc. Included are
such items as the 4initial letter from
an employee advising him of the
outcome. (Appeals tc the 0Office of
Pergonnel Management become case files
disposable under OPM schedules,)

a. Precedential cases involving court
actior, :

DISPOSITIOE INSTRUCTION

Destroy 2 vyears af
position is abolished
description supersed
(GRS 1({7b})

Destroy when position
aholished or description
superseded, (NC1-76-77-1:

Permanent. Cut off

close of calendar year wt
action is completed, Trar
fer to the FRC 5 ye:
after cutoff, oOffer to t
National Archives 25 yes
after cutoff. (NC1l-76-77-

b;/,_lllwnthaxs ,
ALbEL pre g [ 772552
,giéﬂ_. 4%£kaﬁ;?6ﬁ;yaa-

420-38

Destroy 1
is closed,




RI o AUTHORIZED DISPOSITION

d ve G VETC a
and Adverse Action Files.
b, Administrative Grievance Files (5
CFR 771).
Records relating to grievances Destroy 7 years after case is
raised by agency employees, except closed (GRS,4)

EEQ complaints. These case files
include scatements of witnesses,
reports of interviews and hearings,
examinetr’s findings and recommenda-
tions, a copy of the ecoriginal deci-
sion, related correspondence and
exhibits, and records relating to a
reconsideration request.

c. Adverse Action Files (5 CFR 753)
and Performance-Based Actions (3

CFR 432).
Case flles and records related to Destroy 4 years after case is
adverse actions and perfermance- closed (GRS, 4)

based actfons (removal, suspension,
reductien-in grade, furleugh)
against employees, The file
includes a copy of the proposed
adverse action with supperting docu-
ments; statements of witnesses;
employee's reply: hearing notices,
reports and decisions; reversal of
action; and appeal records,
EXCLUDING letters of reprimand which
are filed in the OFF,

[NOTE: The Office of Perscnnel Management has determined that agencies may decide
how long, within the range of 4 to 7 years, grievance and adverse action files
need to be retained. To implement this authority, each agency must select one
fixed retention period, between 4 and 7 years, for the entire series of its closed
cases. Agencles are not authorized to use different retention periods for
individual ¢ases. The agency should publish the chosen retention period in the
Privacy Act notice for these records, the agency’s records digposition manual, and
any other issuance dealing with the disposition of these records.]

420-38,1 -



ITEM
NUMBER

601-13

601~14

601-15

.tained

DESCRIPTION OF RECORDS

Statements of Pinancial Interest Files,
Consists of statements of employment
and financial iInterests by top staff
and other employees invelved in
contracting or administering IBWC
contracts. Arranged alphabetically by
employee name.

Leave Record Plles. Conaists of
documents showing leave usage by day
and month for each employee. Main-
independently of pay and
earnings records, these files include
S5-IBWC-43, Daily Leave Record; SFf 1130,
Time and Attendance Reportj or SF 1137,
Leave Record. Documente are arranged
alphabetically by employee name and are
cut off at the end of the leave year,

a. Records showing the employee's
accumulated leave on separation;

SF 71, Applications for Leave,
taken immediately prior to
separation are attached to leave
record,

b, Records for
(applications for

attached to these recorig}. -
dﬂéuﬁdﬂ-—wzbd C%?;;’ T T
for Leav Fifes/.wé

on-board employees
leave not

c-
Application naist
of S8F 71, Application for Leave,

showing employee request and supervigor
approval and other supporting papers,

a, Applications for leave
immediately prior to separation.

b. All others,

420~ 39

taken

DISPOSITICN INSTRUCTIONS

Destroy when 6 years old
EXCEPT that docunent
needed in an on-goin
investigation will b

retained wuntil no 1longe
needed in the investigatio
(GRS 1{24b)})

File on right side of OPF
See GRS 1, Item 1. (GR!
2{1Qa})

Destroy when 3 years old.
{GRS 2{9a))

File on right side of OPF.
See GRS 1, IXtem 1, {GRE
2(10a))

If timecard has  beer
initialed by employee.
Destroy at end of ap-
plicable pay period. (GRS
2 {8a))

If timecard has not beer
initialed by employee.
Destroy after GAo audio or
when 3 years old, whichever
is sooner, (GRS 2{8h})



ITEM
NUMBER

601-16

60201

DESCRIPTION OF RECORDS

Official Discrimination Complaint {EED)
Files., Contains complaint with related

reports, exhibits,
withdrawal notices, coples of decisio-
ns, records of hearings ang meetings,
and other records as described in 29
CFR 1613.222, Files are arranged by
case number and indexed alphabetically.

correspondence,

Duplicate copies of the documents will
be sent to EROC for use in an appeal,
The file will be certified by this
agency to be complete, After resolu~
tion of the appeal, EEOC will destroy
all duplicate materialg and retain only
the original appeals Adocumentation.
This agency will answer FOIA regquests
on the original f£ile, and EEOC will
answer FQIA requestz on the appeals
files, '

SECTION 2,
EMPLOYMERT FILES

Vacancy Announcement Files. Consist of
record coples of  Job Opportunity
Announcements and amendments maintained
by the IBWC Persennel Office. Also
contains the Selection Roster showing
ranking of candidates and qualification
category, Promotion and Internal
Placement Program Regquest for Con-
sideration from each IBWC employee
2pplying, SF 171 Applications from
others, signed Statement of Instruc-
tiongs to Panel Menbers, correspondence
regarding reasons for selecticn, and
related papers, Arranged by Job
Opportunity Announcement number and
used to select ocandidates for vacan-
clies,

42040

DISPOSITION INSTRUCTIGNS

atte;
case,

Destroy 4
resolution
{GRS 1(25a))

years
of the

Destroy upon receipt of OPM
inspection report or when 2
years old, whichever is
earlier, providead the
requirements of the Faderal
Personnel Manual Chapter
3313, Section A-4, are
observed (GRS 1(15})



ITEM
RUMEBER

602-02

602-03

602-04

603-01

DESCRIPTION OF RECORDS

Applications for Employment Files,
Consists of Application for Employment,
SF 171, and related papers. Maintained
by job category.

a. Maintained in the IBWC Personnel
Office in accordance with inspec-
tion requirements of the Office of
Personnel Management as stated in
the Federal Personnel Manual.

h. Other copies,

Certification Files. Consist of SF 3%,
Certification Form, sent to Office of
Personnel Management to request a
certificate of  eligibles and the
returned OPM Form 1B44-A, Certificate
of Eljgibles, listing nameg of eligible
individuals., Maintained by certificate
number and used by appointing officers
to secure names of eligible applicants
for announced vacancies, The Office of
Personnel Management retains for 5
years returned copies showing appoint-
ing officer actions.

Examination Announcement Files.
Congist o [4]
ment announcements showing date, time,
and place for tests. Arranged by
location for the -test and used for
reference.

SECTION 3.
REDUCTION IN FORCE

Reduction in Force Notice Piles.
Copies of letters toc each employee
affected by a reduction in force.
Majintained alphabetically by employee
name. The official file copy of each
lettexr is placed in the 0fficial
Personnel Folder.

420-41

ce of Personnel Manage- .

DISPOSITION INSTRUCTIONS

Destroy upon receipt of OF
inspection report or when ;
years old, whichever i
earlier, provided the
requirements of the Federa
Personnel Manual Chapte:
333, Section A-4, ar
observed. (GRS 1(15))

Cutoff at close of th
calendar year, Destroy .
year after cutoff. (NCl-76.
77-1}

Destroy when 2 years old.
{GRS 1(5))

Destroy 5 years afte;
termination of relate¢
register. (GRS 1({33e)})

Destroy when 2 years old,
{GR5 1{17b(1)})



ITEM
NUMBER

60302

603-03

603-04

DESCRIPTION OF RECORDS

Reduction in Force Retention Register

Flles. Consists of retention registers
for each competitive level affected by
& reduction in force. Used to rank
emplovees according to their retention
rights,

Reduction in Force Work Card Files.
Cards covering each employee in the
competitive level, Contains bhasic data
required to compile the retention

register: competitive level code-

number, retention subgroups, perfor-
mance rating, and service computation
dateo

=, Cards used to prepare a Reduction
in Force Retention Register.

b. Cards sorted and used a8 a
Retention Register.

Reduction Iin Force Placement Piles.
These files consist of documents also
found in the Official Personnel Folder.
fThey accumulate as a result of attempt-
ing to locate new positions for
erployees displaced by a reduction in
force. Includes SF 171, Application;
Registration Sheet to the Office of
Personnel Management; Placement
Avajlability Form; Interview Hotes; and
action taken.

420-~42

DISPOSITION INSTRUCTIONS

Destroy when 2 years old.
(GRS 1(17b(1}}}

Destroy when superseded or
obsolete. (GRS 1(17b{2}}

Destroy when 2 years old.
(GRS 1{17b(1l))}

Destroy when 2 years old.
{GRS 1{17b(1))



ITEM
NUMBER

604-01

60402

604-03

DESCRIPTION OF RECORDS

SECTION 4.
INCENTIVE AWARD FILES

Incentive Awards Case Files. These
case files document honor awards made
to employees for meritorious service,
special achievement, etc., and may be a
Quality Step Increase, Outstanding
Rating, or a Superior Job Performance

Award. Consist of a copy of the
employeeats position description,
nomination letter containing the-

justification, supervisory evaluation
and concurrences; Incentive Award

LCommittee recommendations; computation

of award amount if for cash; IBWC 46,
Incentive Award Nomination and Ap-
proval; copy of Certificate of Award.

Suggestion Case Flles., These case
files consist of suggestions made by
employees for imprevement in IBWC
operations. Consist of the Suggestion,
IBWC 470, showing current and suggested
procedure and summary of benefits; copy
of Status of Suggestion form letter;
Comment Sheet Preliminary Evaluation
from all involved units; computation of
savings; computation of award amount;
IBWC 469, Incentive Award Nomination
and Approval; c¢opy cof Certificate of
Award; and related papers, Maintained
in the IBWC  Personnel Office by
suggestion number,

" Incentive Award Log Files., Consists of

a log showing dates of actions in
processing incentive awards. Main-
tained to control clearance and
approval.

420-43

. DISPOSITION INSTRUCTIONS

W{:’ 7/23/75

Destroy J¥3 years after
approval or disapproval.

(GRE—HT Y GAS % Tem /.

r

Degtroy 2 years after
approval or disapproval.
(GRS 1{1l2a(l))}

Destroy 2 3 years after
approval or disapproval.

Cehs % Rz



ITEM
RUMEER

605-01

605=-02

60601

DEECRIPTION OF RECORDS

SECTION 5.
TRAINING FILES

Training Record cCard Flles. <Consists
of &n 8x10 1/2 card titled Employee
Training Record. Identified employee
name, social security number, education
level, and date of birth. Card is set
up in columns showing dates from/to,
COurse, source, type, cost, anad
remarks. Cards are maintained al-
phabetically by employee name by
location and are used to recerd planned
training courses related to career
fields,

Nomination for Training Files. Consist
of OF 7, Nomination for Interagency
Training, when the course is offered by
the Office of Personnel Management,
The form identifies the course title,
dates, c¢ost, location, and offering
agency. Shows employee name, position
title, grade, hone address, and office
telephone. The ®*agency" section of the
form includes the billing address and
approval  signature. Supervisory
comments are attached 2o the nomina-
tions. Approved for training purposes
in the IBWC Perscnnel Office.

BECTIOR 6.
MOTOR VEHICLE OPERATOR & ACCIDENT FILES

Motor Vehicle Operator Case Files,
Congist of 5-IBWC Form . Applicaticn
for Motor Vehicle Operator's ID Card;
SF 47, Physical PFitness Inquiry for
Motor Vehicle Operators, and related
papers; 0ffice of Personnel Management
Driver's Past Performance Test (multi-
page questionnalre about driver's
experience, arrests, and accidents),

Files used to authorize nse of Govern-

ment-owned vehicles. Arranged al-
phabetically by employee nane,

420-44

DISPOSITION IRSTRUCTIONS

S years old..

Destroy when
(GRS % X796,

Destroy when 5 years old or
5 years after completion of
a specific training
program. (GRS 1{29a(l)))

Pestroy 3 years after
separation of employees or

3 years after recision of
authorization to operate
Government-~owned wvehicle,

whichever is sooner. (GRS
10{7))



ITEM
NUMBER

606-02

606-023

606-04

507-01

60702

. statements, copies

training, etp,).

DESCRIPTION OF RECORDS

Motor Vehicle Accident Case Piles,

Records. concerning moter vehicle
accidents. Includes report of acci-
dent, copies of personal injury

records, vehicle or property damage

of payment records,

releases, data, correspondence and
other documents relating to the
accident,

Injﬁrg or Accident ng Files. Consists
of a log showing dates of action in

processing an injury or accident case.

Personal Injury Files. Forms, reports,
correspondence and related medical and
investigatory records relating to on-
the-job injuries,
claim for compensation was made,
excluding copies filed in the Official
Personnel Felder and copies submitted
to the Depariment of Labor.

SBECTION 7.
EQUAL EMPLOYMENT QPPORYUNITY FPILES

' EEO General Files (A-Z Files)., General
correspondence pertaining to EEQ

Program officlal files. Includes such
subject areas as Ceneral EEO Policy,

Federal Women's Programs, Hispanic
Employment  Progranms, HEP Council
Documents {correspondence, minutesg,
ete.), Upward Mobility

(on the job

EEQ Affirmative Action Plan. 1iIncludes
asgessment, goals, statistiecs, work
force profile by location - geographic
and universal. : _

¥

420-45

whether or not a .

DISPOSITION. INSTRUCTIONS

Destroy 6 years after ca:
is closed. (GRS 10(5))

Destroy 6 years after cas
is closed. (GRS 10(5})

Cut off on termination ¢
compensation or whe
deadline for f£iling a clai
has passed. Destroy
years after cutoff., (GR
1(31})

Destroy when 3 vears old
or when superseded or ob
solete, whichever. ig ap
plicable., (GRS 1(25g))

Destroy 5 vyears £rom dats
of plan. (GRS X{25h{1}})



ITEM
NUMBER

700-01

700--02

.suffered losses

PESCRIPTION OF RECORDS

CHAPTER 7.
LEGAL

Litigation Cape Filese. Documents
relating to actual legal proceedings to
which IBWC is a party or in which IBWC
has an interest. Included are advisory
reports, litigation reports, statements

of claims, copies of processes and

pleadings, supporting documents, and
related correspondence. Prior to
retirement +to  FRC, the filez are

segregated into the two groups shown
below:

a. Cases involving the es-
tablishment of legal prece-

dents or the interpretation
of substantive IBWC policies.

b. Other cases.

Special Compensation Claim Files.

DISPOSITION INSTRUCTIONS

Permanent.

Cut off at en
of the calendar year i
which ‘litigation i
completed, Transfer to FR
10 years after cutoff
Offer to the Rationa
Archives 30 vyears afte

cutoff., (NCl-76-77-1)

Cut off at close of th

calendar vyear in whicl
litigation is completed.
Transfer to the FRC 11
years after cutoff.
Degtroy 25 years afte: -

cutoff. {(WC1-76-77-1)

Parmanent. Cut off ai

These records are compiled as a result
of claims filed by individuals who have
from relocation or
business ' stoppage when international
boundary projects were implemented.
Claims were heard by &8 board of

.exaniners and approved by the Commis-

sioner. Consist of
hearings, notices,
gpecial compensation,
applicable Public Law, copy of the
“firm offer to  purchase" Jletter,
Certificate of Inspecticn and Posses~
geion, Reviewing Appraiser's Report,
evidence of location of property

transcript of
application for
copy of the

42046

close of the calendar yea
when determination is
completed. Transfer to the
FRC 10 years after cutoff,
Offer tc the National
Archives 30 vyears afte:
cutoff, (NCl~76~77=1)



ITEM

HUMBER

700~03

Llaim Case Files.

~transactions in

DESCRIPTION OF RECORDS

from the title company, Report of

Determination signed by the board of

examiners with the approval page signed
by the Commissioner, and other support-
ing documents such as copies of income
tax returns and accounting sheets., A
Docket Sheet, Form CH-57, is uszed az a
contro) and shows c¢laim number, tract
number, . owner, action taken, special
compensation, date and amount, remarks,
and IBWC accounting distribution,
Arranged by c¢laim or tract number.

Documents relating
to claims by or against = the IBWC
resulting from personal injury,
property 1losses, and other business
connection with
international projects which  are
settled without litigation.

420-47

DISPOSITION INSTRUCTIONS

Permanent. Cut off at
close ¢ the calendar yea)
when claim is settled o
disallowed. Transfer ¢
FRC 10 years after cutoff,
Offer to the National
Archives 30 years afte:
cutoff. (NCl-76-77-1)



ITEM
NUMBER

801-01

801-02

_with Mexico.

DESCRIPTION OF RECORDS
CHAPTER 8.
CARTGGRAPHY AERIAL SURVEYS
AND PHOTOGRAPRHY

SECTION 1.
CARTOGRAFHY AND AERIAL SURVEYS

Bandwrit-

‘Field Survey Notebook Files.
ten recordings bf survey parties

involved in establishing the interna-
tional bpoundary between the Unitead
States and Mexicoa. Contains original
data 1listing sightings, measurements,
angles turned, c¢oordinates, reference
points, ete¢, based on measurements made
in the field. Used as basis for
original mapping activity and monumen-
tation. .

Primary Controls and Computations
Fileg. ese records may alasc be known
as *horizontal and vertical control
card files™ at the IBWC, They are
maintained by names of counties and
establish longitude, Jatitude, and
altitude and are essential to acouracy
in field surveys, map compilation, and
making maps. Controls are cbhbtained
from observations and mensurations in
the field and include traverse,
triangulation, leveling, and altimetry

records and computations made in the
field., PFile includes descriptions of
benchmarks, triangulation stations, or

monuments with detailed guide +to their
locations. - Records .cover each U.S.
county along the entire U.8. boundary
Arranged by county name.

a., Originals surveyed@ by IBWC or
ohtainad from a non-Federal
gource.,

obtained from WNational

b. Copies
. Geodetic Survey, U.S. Geological
Survey, or other Federal agency.

420-48

DISPOSITION INSTRUCTIONS

Fermanent, Offer to th
National Archives., (RC1-76.
77-1}

Permanent. Retained jn
IBYWC headquarters. (NC1-76-
77-1)

Retain in IBWC Headquarters
for reference, Destroy
when superseded, obsoclete,
or no longer needed for
reference, (NCl-76-77-1)



ITEM

NUMBER

801-03

80)-04

DESCRIPTION OF RECORDS

Aerial Mosaic Files. Consigts of the
prepared mosalc oards plus several
photoprints and one negative of the
resulting mosaic covering a specific
area or project. Used in preparing
plans or drawings and as explanatory
exhibits for wvarious investigative
reports. Dces not include boundary
treaty mapping mosaics described under
®IBWC Map Fileg* (Item Number 801-04}.

a. Record Set,

b. Additional working Copiesn.

IBWC Map Files. These files contain
the record copy of each IBWC printed or
otherwise reproduced map including each
edition and variant and documenting the
cartographic activities associated with
accomplishing the  IBWC mission and
locations of the international boun-
dary. Maintained in the Engineering
Office, in map file cabinets because of
their size.

a. Original record copies.

P

b. Additional working printé.

420-49

DISPOSITION INSTRUCTIONS

bestroy when 30 years old.
(H1-76-88-2)

Destroy when superseded,
obsclete, or no longer
needed for reference, {Nl-
76-88-2)

Permanent. Offer to the
National Archives when out
of date and no Jlonger
needed. (NCl-76-77-1}

bestroy when superseded,
obsolete, or no longer
needed for reference. (NCl-

- T76-77-1)



ITEM
NUMBER

801-05

801-06

801-07

.area computations,

.atatements and

DESCRIPTION OF RECORDS

Proiect Topographic Map ¥Files. These
are record copies of aerial topographic
maps produced for gQetermining storage
volumes and ghoreline lengths on
intetnational reservoirs and locations
of potential dam sites, gaging weirs,
ete, These maps are a part of the
project design and planning files, but
they are maintained separately in the
Engineering 0ffice, .

General Design Map Files. Thesge files
consist of maps purchased from other
Federal agencies which are used for
surveys, studies,
etc. and are also used as a base for
design of international projects.
Record copies of these maps annotated
with study information document
ezsential steps in project design and
are considered a part of the project
design and construction case files,

Aerial Survey Photo Files. Contact
prints made from aerial film used in
stereoscopic mapping, preparing
mosalics, plotting supplemental con-
trols. Alsoc used to study recurring
channel migration problems of limitro-
phe rivers, +tracts of land cut from
U.8. or Mexican territory, construction
or development along the boundary. May
alse be used in flood contrel, flood
plain management, environmental
pellution control,
impoundment and sedimentation studies,
and various other investigative
studies. Rolls of light negatives
restored with USGS in Denver for public
access and use.

a. Record Set.

420-50

DISPOSITION INSTRUCTIONS

Permanent. Cut off a
¢lose of the calendar vea
when superseded or when n
longer needed for recurrin
studies, Transfer to th
FRC 10 years after cutoff
QOffer to the Nationa
Archives 30 vyears afte
cutoff. (NCl1-76-77-1)

Fermanent. Cut off a
close of calendar year whe
construction is completed
Transfer to. the FRC 1
years after cutoff. 0ffe
to the National Archives 3
years after cuteff. (NC1

76=T77-1)

Permanent., Cut of
completed surveys at clos
of calendar year. Transfe

to the FRC when no longe
needed for studies an
recurring problems. Offe
to the National Archives . 3
years after transfer to th
FRC. (NC1-76=77-=1)



ITEM
NUMBER

801-08

801-09

DESCRIPTION OF RECORDS

b. Working sets used to note problem
areas and studies. '

Planetable Map Files. Ceonsist of
Eardcopy manuscript maps covering a
prescribed area prepared in the field
from local observations and neasure-

‘ments to shown topography, planimetry,
and/or geology.

a. Hard copies.

b.  Reproducibles and Tracings.

Overlay Drawing Files. Consist of
mapping status overlay sheets and
similar drawings prepared by other
agencies in the field or in the map-
making office on tracing paper or cloth
or on acetate gheets laid over a base
map. Shows selected information added
by IBWC for annual mapping needs report
and the annual Geodetic Control Report.

a. Completely duplicated in resultant
map.

-

b. Partially duplicated in resultant
map, .

420-51

DISPOSITION INSTRUCTYIONS

Destroy when 1no longe
needed. (NCl-76-77-1)

Permanent. Cut off wher
superseded or when copie¢
as reproducibles o1
tracings. Transfer to the
FRC 5 vyears after cutoff,
Qffer to the Nationa)
Archives 30 years afte:
cutoff. (NC1-76-77-1)

Cut off when obsolete,
Destroy 5 years after
cutoff. (NC1-76-77-1)

Cut off on completion or
publication of resultant
map., Destroy 1 year after
cutoff. (NC1-76-77-1)

Permanent, Cut off on
completion or publication
of resultant map. Transfer
to the FRC 5§ years after
cutoff. Offer to the
National Archives 25 years
after cutoff. (NCl-76-77-1}



ITEM

801-10

801-11

801-12

801-13

801-14

DESCRIPTION OF RECORDS

DISPOSITION INSTRUCTIONS

Permanent, Cut off each

Bounﬁg%g Treat¥ Mapping Mosaic Files,
This 1le 1includes maps and mosaics

covering bances, islands, and detached

tracts. Consints of records of
agreements with Mexico, BUYVeYE,
review, and approvals. The file is

comprised@ of original mylars, binders
of cronopaque positives, working sets
of duplicate mylars and diazo prints,
etc,

Quad Sheet Proof Files.
proof copiles of maps distributed by
UsGS for comments and corrections to
IBWC for final approval,

Aeronauntical Chart Files, Consist of
coples of aerconantical charts supplied
by Interagency Air Cartographic
Committee and nunsed Iin wmapping ac~
tivities for reference, exhibits, or
reports,

Published Mapping I¥ndex - Sheet Filesg.
Periodically updated index map sheets
showing status and availability of

mapping published by USGS, USAF, and
Defense Mapping Agency.

Defense Mapping Agency Map Files.
Restricted . use, confidential maps
showing both the United States and
Mexico at a scale of 1:250,000, Used
for reports,. investigations, special
studies, and design and construction.
These copies are retained in IBWC
Headquarters until used. Record copies
are records of the Defense Mapping
Agency. .

420-52

Conpsist of

mapping survey at close of
the calendar  year when
signed by both Commis~
sioners and contract items
exchanged by the Sections.
Offer to the National
Archives when IBWC use is
exhausted or 30 years after
cutoff, whichever is
earlier. (NC1-76-77-1)

Cut off on publication of
resultant map or drawing.
Destroy 1 year after
cutoff, (RCl-76-77-1)

Destroy when superseded,
cbsolete, or no longer
needed for reference.
{BCL-76=-77-1)

Destroy when superseded,
chsolete, or neo longer
needed for reference.
{NC1-76-77-1)

Destroy study copies when
superseded, obsolete, or no
longer needed for referen-
ca. (NCl-76-77-1)



ITEM
NUMEER

801-15

80l-16

801-17

DESCRIPTION OF RECORDS

Hational Topographic Map PFiles,.
Consist of topographic maps pu shed
by USGS, Army Map Service, and Corps of
Engineerg at severa)l different scales
from 1:24,000 to 1:1,000,000. Used for
many stndy purposes. These are
expendable maps which are furnished as
location reference data in correspon-
dence and reports. -

Merial Photograph Index Piles, Consist
of Ox8 cards containing data on all

vertical aerial photography and other

products derived therefrom such
negatives, positive prints, -mosaics,
topographic maps, enlargements,
horizontal and wvertical controls.

Shows distribution and/or storage data
for each project.

Map Reguest Files. Contain correspon-
dence reguesting copies of maps of the
international boundary. Requests to
the IBWC come from colleges and
universities, libraries, individuals,
Congressmen,; Federal and State agen-
cies. Also contain correspondence from
IBWC to other Federal agencies such as
UsGS, Defense Mapping Agency, National
Geodetic Survey, National Ocean survey,
and others requesting maps, photograp-
hs, and geodetic data.

SECTION 2.
OBLIQUE PEOTOGRAPHY AND SLIDE FILES

Record copies of black and white still
pictures include an original negative
and a captioned print. Por color still
pictures, the record set is comprised
of a 2x2 color slide, a captioned
print, and an internegative if one is
available, Existing finding aids such

‘ag data sheets, short 1lists, catalogs,

indexes, 1lists of captions, and other
textual documentation  necessary for
proper identification or retrieval of
photographs are alsc considered a part
of the official file.

420~53

DISPOSITION INSTRUCTIONS

Destroy when
chsolete, or no longer
needed for reference or
when study is completed.
{NC1~-76-77-1)

superseded,

Destroy when superseded,
obsolete, or no longe:r
needed for reference.
(RC1-76-77+1)

Cut off at
calendar year.
year after cutoff.
(NCL=-76=77-1)

tclose of
Destroy 1



ITEM
NUMBER

802-01

802-02

802-03

80204

‘'of incumbency.

" floods in

DESCRIPTION OF RECORDS

IBWC Commissioners Files. Photographs
of past and present Commissioners of
both the United States and the Mexican
Sections. Captions show name and dates
Arranged alphabetically

by name.

Dedication Ceremony Files. Photographs
taken at dedIcat§ons of IBWC projects
such as internaticnal reservoirs,
canals, sanitation treatment plants,
etc.
include participations by dignitaries
from both the United States and Mexico,
and Senators of both nations: Governors
of states involved usually participate,
as well as Department of State offi-
cials and the Commizsioners of both the
United States and Mexican Sections.
Photographs also include events leading
up to the actual dedication ceremony,
such as parades, festivals, etc.

Internaticonal Boundary Landscape Files.
Congist of =8 es8 and prints of the
view and the scenery along the boundary
between the United States and Mexico.
Index is arranged@ by sections of the
boundary -- Lower Canyon, Amistad Dam,
Middle Rio Grande, etc, Captions
showing slide number, dates, original
number, and description of the view are
shown on pages of the index, which are
5%x8 pages maintained in three-ring
binders. Duplicates of the original
slides are used for informational
presentations.
Flood Files. Photographs showing
progress on the river;
protective measures  taken to guard
against fleoding, dJdamage resulting to
structures on the river and to com-
munities along the river, crop damage,
and any other significant results from
the flood. Photographs are taken both
from ground level and from the ajir,
Arranged by Adate of the flood, i.e,,
"Flood of 1967.% Photographs uvsaed in
Flood Report Case Files are prints of

thesge.
42054

International project dedications

DISPOSITION INSTRUCTIONS

Cut off =&
the calendar yea
when incumbency ends
Offer to the Nationa
Archives 30 years afte
cutoff. (NC1-76-77-1)

Permanent.
clogse o

Permanent. Cut off a
close of the calendar yea

in which the dedicatio
ogcurred, Offer to the
National Archives 30 year:

after cutoff. (NCl-76-77-1:

Permanent. Cutoff at close
of  the calendar yea
created. Offer +to the

Naticonal Archives 30 year:

after cutoff. (NC1l-76-77-
1) "

Permanent. Cut off at
¢lose of the calendar yea:r
in which the flood oc-
curred. Offer to the

National Archives when IBWC
use is exhavsted or 30
years aftexr cutoff,
whichever is earlier. {(NC1-
T76=7T7-1)



ITEM
NUMBER

80205

802-06

802-07

DESCRIPTION OF RECORDS

Aerial Obliques PFiles, Consists of
nNegatives and prints of photos taken
along the entire length of the interna-
tional boundary. The index is arranged
by section of the boundary and iden-
tified obligque page number, negative
number, ' and description. Additional
Prints of these negatives are used for
showing construction progress, views of

‘dams and other structures, or problem

Areas.

Project Progress Files, Includes
photograpns taken of the project site
at random intervals to show progress of
the construction, Maintained in

chronological gequence by project.
Captions describe the photo, identify
the contractor and  construction
engineer,

General Photograph Files. Consists of
prints and negatives of miscellaneous
topics concerning IBWC. .The files are
in a straight alphabetical arrangement
and are not grouped by activities.
Related subjects are not together in
the file since it i a straight A-2
arrangement, This ‘general file
contains all photos not described in
one of the other specific files.

420-55

1)

DISPOSITION INSTRUCTIONS

Permanent. Cut off whe
ndividual photographs ar

superseded. Transfer +t
the FRC 5 years afte
cutoff. Offer to th

National Archives 30 year
after cutoff, (NC1-76-77

Cut off at completion o
construction. Destroy 2
years after cutoff. (NC1l
T6-77-1)

Cut off every 5 years ai
the close of the calenda;
year, Destroy 30 year:s
after cutoff. (NC1l-76-77-1)






901-01

90102

related items.

DESCRIPTION OF RECORDS
CBAPTER 9.

INTERNATIONAL, BOUNDARY AND PROCSECT
MANAGEMENT FILES

SECTION 1.
BOUNDARY MANAGEMENT

Internatlienal Bridge czse
Arranged by name of bridge.

a. Bridge Historical Files. Consist
of papers regarding planning,
approval by IBWC, design, con-
struction, and dedication;
important policy matters regarding
operation anéd use, sale, transfer,
or removal; and other activities
fmportant for long term documenta-
tion of IBWC invclvement.

b. Bridge Reference Files. Consists
of DEWS clippings; routine
correspondence  regarding bridge

uge, toll charges, etc; main-
tenance matters; and other papers
maintained for reference purposes.

Islands, Cutoffs, and Detached Tract
Case Files. Papers are related to
determining ownership of individual
izlands and detached tracts. Includes
correspondence  between the United
States and Mexico, unilateral memoran-
da, results of investigation and area
surveys, determinations of sovereignty,
transfers of ownership documents, and
Excludes map €£iles
daescribed under Boundary Treaty Mapping
Mosaic Files. Arranged by name,

420-56

Files.

DISPOSITICN INSTRUCTIONS

Permanent. Cut off at
close of the calendar year
when structure is removed.
Yransfer to the FRC 5 years
after cutoff. Offer to the
National Archives 30 years
after cutoff. {(RCl-76-77-1)

Cut off every 3 years at
close of the calendar year,
Destroy 3 years after
cutoff., (NC1-76-77-1)

Permanent. Cut off at
close of. the calendar year
when boundary determinatior
is completed. Transfer tc
the PRC 5 vyears after
cutoff. Offer to the
National Archives 30 year:
after cutoff. (NCl-76-77-1)



ITEM
RUMBER

801-03

901-04

901-05

DESCRIPTION OF RECORDS

Banco Case Files, Papers are related
to determining Bovereignty of in-
dividual bancos. Includes correspon-
dence between the United States and
Mexico, unilateral memoranda, results
of investigations and area surveys,
determinaticn of Bovereignty, transfers
of ownership documents, and related
items, Excludes map files described
under Boundary Treaty Mapping Mosaic
Files (Item Number 801-10). Arranged
by Banco number,

River structure Case Files. Consists
of applications  or requeste  for
approval to construct works on lands
within the flood plain ana adjacent to
the channels of limitrophe rivers and
related records documenting IBWC
approval or disapproval, IBWC author-
ity extends over any development (work)
which might cause restrictions to river
flow, deflect the current, or artifi-
cially induce changes in the river

channels. Included are the proposal,
inspection reports, engineering
determinations, drawings, maps and

aerial photographs, and papers reflect-

ing the IBWC decision. Arranged by
structure name,
Diversion Structure Cage Piles.

Documents related to we rs, ntake
canals, dams, and other types of river
diversions, Arranged by name of
structure.

a. Histor¥ Files. Consist of papers
regarding the planning ana
approval by IBWC, design, con-
struction, policy statements
regarding the individval struc-
ture, and other related documenta-
tion.

420-57

DISPOSITION INSTRUCTIONS

Permanent. cut off a
clogse o the calendar vea:
when boundary determinatio
is completed. Transfer t«
the FRC 5 years afte
cutoff, Offer to the

- National Archives 30 year:

after cutoff. (NC1l-76-77=1}

Permanent. Cut off at
close of the calendar year
when problem is resolved.
Transfer to the FRC 5 years
atter cutoff. Offer to the
National Archives 30 years
after cutoff. (NC1-76-77-1)

1

Permanent.  Cut off when
atructure is ocompleted.
Transfer to the FRC 5 years
after cutoff, Offer to the
National Archives 20 vears
after cutoff. (NC1-76-77.1)



ITEM
RUMBER

90106

901~07

902-01

b. Reference File,

DESCRIPTION OF RECORDS

Consists of news
clippings, transitory correspon-
dence, maintenance matters, and
other papers maintained for
reference purposes. '

Requests for Identification Card Files.
Congists of transmittal letters to and
from the Commissioner containing names
of individuals who reguire an iden-

tification card for use in crossing the

border to work on, inspect, etc.
international boundary or projects.

Identification Card Ceontrol Files.
Consist o a copy of each ldentifica-
tion card issued to individuals. The
file is used to¢ document the cards
issued and maintained while the ID card
is in force. Arranged by name.

SECTION 2.
PROJECT PLANNING, DESIGN,
AND CONSTRUCYION

IBWC Project Planning, Design, and
Construction Case Flles. Documents
relating to the study, negotiation,
planning, design, and construction of
treaty or convention directed interna-
tional projects and undertaken jointly
with Mexico. Projects include dams and

reservoirs, develcpnent of hydroelect-
ric power, river channelization or
rectification, gsanitation projects,

flood control projects, and salinity
control projects, Included are papers
regarding selection and identification
of projects, publicity releases, copies
of enabling legislation, environmental
impact statements, soil borings and
testings, drawings and papers related

to  hydraulic designs, analyses of
design, specifications, project cost
estimates, engineering studies and
investigative reports, copies of

agreements between the U.85. and Mexico

420-58

DISPOSITION INSTRUCTIONS

Cut off every 3 years a
close of the calendar year
Destroy 3 yearg afte
cutoff, (NC1-76-77-1)

Cat off at close of th
¢alendar year, Rold
years and destroy. (NCl-76
77-1)

Cut off cancelled cards al
close of the calendar year,
Destroy 2 years afte;
cutoff, (NC1-76-77-1)



ITEM
NUMBER

902-02

DESCRIPTION OF RECORDS

as to the division of work and costs,
*as built* drawings and other drawings

documenting significant steps in
project design, documentary progress
photographs, and pertinent correspon-

dence relating to a particular project.
Arranged by project name, thereunder by
standard subject topics such as:
Project Justification/Authorization,
Legislation, Cost Rstimates, Environ-
mental Iampact Statement, Preliminary
Investigations, 50il Borings and
Testing, Geologic and Hydrologic Logs,

Publicity and Public Relations,
Drawings, ®ngineering Reports, and
Photographs.

a. Cancelled projects.

b. Approved projects resulting in

construction.

-

(-8 Reproduced copies of drawings or
investigative reports provided for
operation and  maintenance pur-
poses,

Construction Field Survey Notebook
Files, Handwrittén recordings used as

source documents to record elevations,
vertical angles, distances, etc. and
are used for establishing benchmarks,
cross sections of the river channel
profiles, in conjunction with con-
structing dams, canals, levees, or
other types of survey work.

420-5%

. obsolete, or

DISPASITION INSTRUCTION:

Cut off at close
calendar vear in whi
decision is made to canc
project. Retire to FRC
years after cutoff or wh
volume warrants, Destr
30 years after cutoff.
{RC1-76-T77«1)

Parmanent. Cut off
close of calendar vyear
which construction
completed, Retire to FI
10 years after cutof
Offer to the Nation
Archives 30 years aft:
cutoff, (NC1-76-77-1)

supersede:
no  long
needed for reference.
(NC1-76-77-1)

Destroy  when

Cut off ¢
the calendar yei

Permanent.
close o

when project is completes

Offer to the  |Nation:
Archives when no longs
needed for recurrir
surveys or 30 years afte
cutoff, whichever i

earlier, (NC1-76-77-1}



ITEM
NUMEBER

$02-03

$02-04

902-05

902-06

.Book notes of river

ment and Cross

PESCRIPTION OF RECORDS

.Monthly Construction Progress State-

ments, Narrative reports from on-site
engineering staff related to progress
on individual projects.

Architect-Engineex Qualification Files.
Consist o Standard Form s U.B.
Government Architect-Engineer Question-
naire. Contain firm name and list of
the associated architects and engineers
showing professional information and
gqualifications, types of projects
completed by the firm, and other
informative data which may be used to
locate architects and engineers when
construction activity i=s planned.

Progressive River Section Files.
Consist of drawings plotted E£rom Field
channel]l cross
sections showing channel changes over
the years, Recordings are made at 5-
year intervals. Maintained in sequence
of location by station name. Drawings
are numbered in kilometers from the

project beginning point. sed to
monitor channel size for dredging
possibilities, volume  computations,
etc.

Engineerin Desian ] Construction
Control Card Flles. Coneists of 5xB5
cards used .to show the location of
official files of engineering materia-
la. Two cards cover each dccument: one
filed by document number and cross
referenced +to the topical (name of
gsection of the boundary or project);
the other filed in the topical arrange-
referenced to the
document npumber, Card shows date
document created, kind, size, and other
pertinent data  about the document,
Alsc  shows progressive record of
transfer dates to other offices and
recall dates.

420-60

DISPOSITION INSTRUCTIONS

Cunt off at close of thi
calendar year when con
struction is completed.
Destroy §  years afte)
cutoff. {(NC1-76-77-=1)

Pestroy when superseded
obsolete, or no longe:
needed for reference.
{RCL-76-77+1)

Cut off when project i
abandoned. Transfer to thi
FRC 2 years after cutoff,
Destroy 30 years afte:
cutoff. {NCl-76-~77-1}

Cut off when documend

referenced is destroyed,
Destroy 2  years afte;
catoff. Retain in officet

space those cards fol
permanent documents. {(NC1-
76=-77-1)



ITEM
NUMBER

50301

. internaticnal projects,

DESCRIPTION OF RECORDS

SECTION 3.
PROJECT OPERATION AND MAINTENANCE

IBWC Project OQOperation and Maintenance
Flles. Records n ese case es
document the preservation, cperation,
maintenance, rehabjlitation, manage-
ment, #&afety, and care of completed
Included are
documents concerned with policies and
procedures for individual projects;
joint engineering determinations and
decisions of the U.S. and Mexico
relating to operational c¢riteria and
maintenance requirements; division of
work and  cost  items; unilateral
investigative and engineering reports;
planning and design studies; budget
studies and reviews; structure inspec-
tions; correspondence and other papers
related to individual project operation
and maintenance. Bulky files should be
arranged according to the chapter
titles in the Operation and Maintenance
Manual for the project,

a, Operation and maintenance records
created during construction.

b. . Record copies retalned in the
Headquarters Engineering Office.

Ca Reproduced copies provided on-site
offices for operation and main-
tenance purposes. .

-

420~61

DISPOSITION INSTRUCTIONS

Cut off when constructio
is completed and  retir
with Project Design an
Construction Files ({Iter
Number 902-01). (NC1-76-77.
1)

Permanent. Cut off at the
clozse of every calendar
Year. Transfer to the FRC
1¢ years after cutoff,
Offer to the National
Archives 30 vyears aftex

cutoff. (NC1-76-77-1)

Destroy when superseded or
obsolete. (NHC1-76-~77-1)



ITEM
NUMBER

90302

903-03

903-04

- DSHA standards, (6)

DESCRIPTION OF RECORDS

Project Operation and Maintenance
Report Files. Congist of a summary of
happenings at each project for the
month. Includes a narrative, schedule
of work items; leakage data; flow data
for the month; photos of work in
progress; water damage; significant
events; awards, etc,; and eguipment
hours of operation. The narrative part
is outlined as follows: = (1) the
project, (2) purpose of operation and
maintenance, {3) maintenance performed,
(4) summary, (5) safety requirements-
outside contacts,
(7) general conditions of local economy
and related developments, (8) financial
statement, {9) the weather, and (10}
attachments.

Safety Inspection Report Files.
Documents relating to surveys made to
evaluate the effectiveness of safety
programs and safety standards and

procedures, including survey reports,
changes made as a result of the
findings of the surveys and related
papers.

a. Office initiating the reports.

b, Office receiving the reports.

Dail Diar Files. Consists of
hardbound diarfes showing accomplish-
ments by various field@ office func-
tions. supervigsor in charge of a
function completes the diary. Used for
accumulating Ainformation for monthly
reports. :

20~62

DISPOSITION INSTRUCTIONS

Cut off at the close of th
calendar year, Hold

years and transfer +to th
FRC. bestroy 10 year
after cutoff., (NCl-76-77-1

Cut off at c¢lose of th
calendar year. Destroy
year after cutoff. (NCl-76
77-1)

Cut off at the close of th
calendar year, Destroy
year after cutoff. (NCl-76
77-1)

"cut off at close of th

calendar year. Destroy
yvears after cutoff.
(RC1-76-77-1)



ITEM
NUMBER

1001-01

1001-02

DESCRIPTION OF RECORDS

CHAETER 10,
HYDROLOGY

SECTION 1.
HYDROLOGIC INSTRUMENT
RECORDING FILES

Hydrograph Files, Consists of strip
charts of continuous graphs of stylus
markings indicating flow at the gaging
station, The date is shown on the
bottom edge of the chart, and the flow
ig indicated on the vertical axis.
Strip charts are fastened together so
that they are continucus by calendar
year, Notes on time and corrections
are handwritten on the charts, as is
the gaging station name. Earlier
graphs are  individual sheetg with
attached Forms S-IBWC-221 ghowing daily
flow data. Pump Operation Records,
Foxm S-IBC-15-B, may also be includead
for canal flow. Files are maintained
by field offices and are arranged by
calendar year, Folders are established
for each gaging station,

Precipitation Chart Filesg. These
charts are malntalned In field offices

by station name and are chronologically

arranged. Stylus markings indicate
rainfall. ‘The chart shows days of the
week on the bottom and top horizontal

axis and inches of rainfall on the
curvo-linear vertical axis. The period
covered by each chart is handwritten on
that chart, ags is an analysis of
markings and recordings in inches of
rainfall, Some precipitation charts
may alsc be on
paper. These charts are used in
conjuncticn with hydrographs to
correlate rainfall and river flow data.

420~-63

straight line graph

DISPOSITION INSTRUCTIONS

Permanent, Cut off at

- close of the calendar year,

Transfer to the FRC 5 year:
after cutoff, Offer to the
National Archives 30 years
after cutoff, (NC1-76-77-
1)

Permanent. Cut. off at
close of the calendar year,
Transfer to the FRC § years
after cutoff. Offer to the
National Archives 30 years
after cutoff. (NC1-76-77-1)



ITEM
NUMEER

1001-03

l002-01

100202

- Hydro-Thermograph Chart Files,

' projects.

DESCRIPTION OF RECORDS

Dual
purpose charts showing stylus markings
of humidity on left side and tempera-
ture on right side, The 176-hour chart
shows days across the top on the
horizontal axis and humidity percentage
and temperature on the curvo-linear
vertical axis. The computed average
humidity and average temperature are
handwritten on each chart. The files
are maintained in field offices by
station  npame
sequence.

SECTION 2.
HYDROLOGIC STUDIES

deraulic Degign Study Files, These

iles are used to complle hydraunlic
data requirements for design of IBWC
Coensists of charts of flow,
channel cross-sections, backwater and
discharge computations, maps, drafts of
water area for different depths,
topographie maps, correspondence
explaining the background and reason

for the project, staff review and
recommendations, approvals, and
computex generated computations of

hydraulic data including velocity and
water surface elevation. Arranged by
project name.

Flood Report Case Files. Consists of
papers relating to individual floods,
and majintained by the chronological
name of +the flood; for example, *Flood
of 1954.¢ Includes weather bulletins;
river flow data from gaging stations;
precipitation  forecast; = photographs

‘preceding, during, and after the flood;

graphs showing the volume of discharge

by date; weather advisories; reports of

420=-64

and in chronological

DISPOSITION INSTRUCTIONS

Permanent. Cut off a
close of the calendar year
Transfer to the FRC 5 year
after cutoff, Ooffer to th
National Axrchives 30 year.
after cutoff. (NC1I-76-77-1

Permanent. Cut off a
close of the calendar yea:

when project constructiol
is completed, Transfer t:
the FRC 10 years afte:

cutoff.
Rational

Offer to thi
Axchives 30 vear

after cutoff. [(NC1-76-77-1

Permanent. Cut off at en:
of the calendar vyear i)
which the £lood occurred,
QOffer to the Nationa:
Archives when IBWC use i
exhausted. (NC1-76-77-1}



ITEM
NUMBER

1002-02

1002-04

PESCRIPTION OF RECORDS

damages to structures,
ete, ;

dams, dikes,
reports of damage and repair

. observations from inspections; listing

of constructive projects to help offset
the impact; an assessment of adverse
impact; graphs of estimates of head
loss at constructions; and summary of
head loss,. Report of the flood
(prepared by IBWC or contract firm)
outlines a gereral description of the
flood contrel system; summary of storm
data and flood; watey levels and
flows; chronology of the flooding;
estimated damages; previous floed
flows; photographs taken during and
after the floeod; log of discharges;
reports of flood diversion; report of
water wasted to the Gulf of Mexico;
reports of losses from commercial
firms, railroad lines, and Chamber of
Commerce offices in citiles affected;
and dollar value of food and clothing

distributed to victims.

Reservoir Inflow and Outflow Stud

Files. Case files consisting o¥
studies and analyses of flow data from
streams feeding reservoirs, inflow and
rainfall correlations. The studies
result in bilateral policy between the
United States apd Mexico. Arranged by
location.

Reserveir Flood Operationg Study Files,
Case files consfsnIng of stugIes and
analyses of various proposed or agreed
upon reservoir flocd operation criteria
based on past flood data, past flood
data adjusted to present conditions, or

theoretical floods.

420-65

DISPOSITION . INSTRUCTIONS

Cut off at end of the
calendar year when the
study is completed.
Transfer to the FRC 1¢
Years after cutoff,
Destxoy 30 years afte:
cutoff. (NC1-76-77-1)

Permanent. Cut off at en¢
of the calendar year wher
the study is completed.
Transfer to the FRC 10
years after cutoff,
Transfer to the National
Archives - 30 years after
cutoff. (N1-76-50-1)



NUMBER
1002-05

1003=-01

DESCRIPTION OF RECORDS

Flow Probability Studies. (age files
consisting of studies and analyses of
historical, adjusted historical,
estimated, or theoretical flow data.
Consists of flow AQuration analyses,
flood probability analyses, and related
computations.

SECTION 3.
WATER ACCQUNTING ACTIVITY FPILES

Water Accounting Files, {Includes
.daily operations report files.) Rio

Grande water accounting is done under
the authority of the 1906 Convention
and the 1944 Water Treaty between the
United States and Mexico. The file is
maintained by calendar year and is
subdivided for ecach section of the
river. Data is shown in acre-feet for
each month in the year, the United

.States' and Mexico'rs share. Data

includes the following items: amount
of water above the particular gection
of the river, number of irrigated acres
in the gection of the river, computed
consumptive use, trail balance, average
flow at the sections both in acre-feet
and in cubic feet per second, river
surface area, river losses, and final
balance. Sectiong of the river
including reserveoirs also show inflow

data, elevation at end of the period,

total storage, flow at below the dam
welr, outflows, evaporation, balance,
stored water at the end of the period,
"United States and Mexico Section
Results," and average of results.
Changesg in Channel Storage, OWC Form
1038-4, area included for some sections
of the river te show monthly change

"data in cubic feet per second. The

purpose of this file is to determine
ownership (United States and Mexico) of
waters in reservoirs such as Amistad

420-685

DISPOSITION INSTRUCTIONS

Cut off at end of th
calendar year when th
study is completed
Transfer to the FRC 1
Years after cutoff
Destroy 30 years afte
cutoff. (N1-76-90-1}

Cut off at close of th
calendar year. Transfer t
the FRC 10 years afte
cutoff. Destroy 30 year
:fter cutoff, (NC1-76-77



ITEM
RUMBER

1003-02

DESCRIPTION OF RECORDS

and Falcon Dams, and in low water
periods of the channel itself, and of
water released for diversion and uge
downstream. Datz included 4in this
files comes from field locations. Some
stations have capability to record data

on digital recorders, and these tapes

are then processed by computer. Some
computer generated reports are in-
cluded.

Diversion Report Case Files. This file
shows water diverted from the Rio
Grande each day at each Diversion. The
data shows the number of acre-feet
diverted at each location. The f£iles
is used to record water diverted to the
United States for Jirrigatien. Alsco
includes an estimate of {rrigated
acres,

a. Field Office records.

b.  IBWC Headquarters copies.

420-67

DISPOSITION INSTRUCTIONS

Cut off at close of the
calendar year., Transfer tc
the FRC 5 years afterx
cutoff. Deatroy 30 years
after cutoff. (NC1-76-77-1)

Cut off at close of the
calendar Yyear, Destroy §
years after cutoff. (NCl-
76-77-1}



ITEM
HUMBER

1003-03

100304

DESCRIPTION OF RECORDS

‘Gaging Station Eistory Files. Contains
a description of the Gaging Station

showing location, history, records
avajilable, drainage area, description
of the gage, description of the channel
and control, discharge measurements
(how made)}, dates of £flood, points of
zerp flow and data, regqulation,
diversion, accuracy, and benchmarks for
elevation. Cross-gection graphs of the
river channel for each lecation at

- different dates may alsc be included.

The files also contains photos of
diversion dams or weirs. Specifica-
tions and drawings for constructing the
Gaging Station, the cable car, and the
"A* Prame are included as a part of the
history file. Although not a part of
the  history file, some discharge
measurements may also be included.
These are shown on Form S-IBC-22, List
of Discharge Measurements. The form
igdentified the Gaging Station and shows
the data made, the hydrographer's name,
gage change in feet per second, mean
gage in feet, area of the section in
aquare feet, the mean velocity in feet
per second, and discharge in cubic feet
per gecond.

Water Bulletin Data Transmittal Files.

. Consists Of correspondence and coples
of data transmitted to IBRC Head-

quarters for the Water Bulletins.
includes reservolx storage, river flow,
sowage ‘plant effluent, diversions,
water qgqualitcy, metecrologic  data,
received from the Department of the
Interior (Geoclogical Survey and Bureau
of Reclamation), states, citles, and
IBWC fileld offices, and is used to
compile Water Bulletins. The Mercedes,
Texas, field office, together with the
Headquarters office, and the Yuma,
Arizona, field office prepare data, and
IBWC Headguarters prepares the printing
copy of pages for the bulletins. IBWC
Headquarters files contain data on all
sections of the rivers,

420-68

Data

DISPOSITION ‘INSTRUCTIONS

Cut off at close of tl
calendar year when gagir
station is removed
Desatroy 20 vears afte
eutoff, (NC1-76-77-1)

Cut off at c¢lose of th
calendar year when con
pleted. Destroy 5 year
after bulletin is publigh
ed. (NC1-76-77-1)



ITEM
NUMEBER

1100-01

1100-02

DESCRIPTION OF RECORDS

: CHAPTER 11.
REAL ESTATE MANAGEMERT

f.and Acquisition Case Files. 0Official
flles documenting the ownership of land
tracts for the construction of IBWNC
international projects such as dams and
reservoirs, flood control projects,
river channelization and rectificatien,

sanjtation and salinity control
projeets. File contains forms, legal
instruments (similar to right-of-way
files) and related correspondence to

show tract location, description and
ownership data, acquisition authority,
appraisal data, title evidence,
property related to a specific tract.
Arranged first by geographic section of
the boundary and then by number.

Right-of-Way Case Files. Documents
accumulated in acquiring rights-of-way
or easexents for rights-of-way for
purpose of constructing, maintaining,
or acquiring access to the boundary or
international projects.
on-site engineer correspondence related
to +the present and proposed use of
right-of-way, certificates of title,
maps showing locations, eagenent
(deedg), Attorney General ¢pinion as to
evidence of @ title, IBWC attorney
opinion as to evidence of title, deed,
f£final title opinion, certificate as to
necessary action that has been ac-
complished in determining valid title,
correspondence and any other papers
related +to a specific right-of-way.
FPiles are arranged first by county,
then by right-of-way tract number
assigned by project office in sequence
the requests for rights-of-way are

received,
a. Rights—of-way acquired for
continued operation of boundary

project.

420-69

' gale or

Included are

DISPOSITION INSTRUCTIONS

Records relating to
property acquired  after
December 31, 1920, other
than abstract or certifi-
cate of title. bispose 10
yearg after unconditional
release by the
Government of conditions,
restrictions, mortgages or
other liens. (GRS 3(la))

Abstract or certificate of
title. Transfer to
purchaser after uncondi-
tional sale or release by

the Government of condi.-
tions, restrictions,
mortgages, or other liens.

{GRS 3(1b)}

Refer o GRS 3{la and b)
abhove,



ITEM
NUMBER

1100-03

DESCRIPTION OF RECORDS

b. Rights-of-way not reguired for
boundary and/or project operation
guch as easements to cross land.

License Files, Records created when
the IBWC 1ssues licenses to individualg
and firms giving permission to use
Government property. Licenses may be
issued to landowners bordering projects
to give sccess to a lake or to proper-—
ty; to energy firms for constructing
power lines or pipelines on IBWC right-

cf-way (also includes specifications

for this type construction); when
license related to water usage, must
also contain a Permit for Domestic Use
of State Water showing diversion rate
from the state of Texas. File consists
of requests for license:; acknowledge-
ment of receipt of payment; inspection
data where  on-site IBWC personnel
visually inspect property and fixtures
or proposed fixtures; recommendation on
granting license; viecinity and location
maps; General Conditions of License
listing restrictions, ' boundaries,
stipulations, prohibitions; IBHC
Licenge Signature Page; transmittal
letter to licensee; safety features and
flood elevations; other correspondence
and papers related to an individual
license, These licenses are revokable
by IBWC if conditions are not followed.
Files are arranged according to type of
license and by number thereunder:
LSP/G (Land Section File/General) is a
general border type license; LSF/IDL
(International Dam, Laredo {Falcon}}.

420-70

DISPOSITION INSTRUCTIONS
Refer to GRS 3{la) above,

Cut off terminated licenses
at close of the calendar
year, Destroy 6 vyears
after cutoff, (NC1-76-77-1)



T

ITEM
NUMBER

1100-04

1100-05

~agricultural uses,

DESCRIPTION OF RECORDS

Lease Files, Record copies of the
lJease and correspondence related to the
individual lease, its negotiation,
prohibitions, or any other stipulations
as to the use of leased land. Most
leases are to original landowners for
but may be for any

not conflict with

purpose which does
project requirements and interests of
the United sStates. Includes legal
docunments, land descriptions, maps,
exhibits, records of payments, and
related correspondence, Maintained by
lease tract number, Portions of the
leage file related to the land rather
than to individual lessee remain the
same even though the lessee changes.
These nonchanging docutents Iinclude
maps, land deseriptions, exhibits, and
other papers related ¢to. the Jland.
Bispogal instructions pertain only to
the papers documenting the contract
with the individual lessee, such as a
copy of he lease form, payment records,
and related correspondence. Land
related records are not destroyed, but

-are carried forward as a part of the

new lease.

Realt Qffice Reference Files.
Nonrecord materials accumulated in the

IBWC Realty Office for reference
purposes. Included are coples of maps,
drawings showing locations of monu-
ments, fence, eagaments, licenses,

leases, extra copies of correspondence,
ete,, related to the western land
boundary, E1l Paso Projects, and the
Lower Rio Grande Flood Control Project.
Information maintained in these files
will be kept to the abeolute minimum,

420-11

DISPOSITION INSTRUCTIONS

Cut off when terminated
Retain documents such a
maps, land descriptions
and exhibits and othe
papers related to the lang -

Destroy 6 vyears afte
cutoff those paper
documenting the contrac

with the individual lessee
{RCL-76-77~1)

Review at least annually
and destroy any superseded,
obsolete, or any informa-
tion which ne longer needed
for reference. (HC1-76-77-
1)



ITEM
NUMBER

1100-06

1100-07

DESCRIPTION OF RECORDS

EXxcess Property Reference Files.
Nonrecord materials retained n the
IBWC Realty Office for reference to
tracts of land along the international
boundary declared excess in connection
with IBWC projects and which have been
transferred to GSA.

Excess Property Files. Official files
documenting ownership of land tracts
along the western land boundary
determined to be excess to IBWC project
needs but which were unacceptable to
GSA due to inaccessibility or lack of
interested buyers.

420-72

Cut off files

NOTE 7

DISPOSITION INSTRUCTIONS

Destroy when no longer
needed for reference.,
{NCLl-76~77-1)

at close of
calendar year when tracts
are transferred to GSA,
Destroy when no longer
needed for reference, {NCl-
T6-T7-1)

Any excess property
transactions files dated
prior to 1933 must be
offered to HARA  for
possible permanent reten-
tion before applying these
instructions.



ITEM
NUMBER

120101

1201-02

1201-03

1201-04

DESCRIPTION OF RECORDS

CHAPTER 12.
TREATY AND INTERNATIONAL
AGREEMENT FILES

SECTION 1.
TREATY FILES

Treaty and Convention Record Set Files.
One copy of each signed and ratified

treaty or convention between the United
States and  Mexico
jurisdiction, functions, and respon-
sibilities of TIBWC.

Treaty and Convention Interpretive Case
Files. Lega)l opinions or studies
concerned with interpreting wvarious
Articles, effects, or terms of treaties
or conventions applicable to IBWC,

Arranged by treaty.

Treaty and Convention Historical Files,
Documents accumulated In the formula-
tion, signing, and confirmation of
treaties and conventions between the
United States and Mexico delineating
the jurisdiction, functions, and
responsibilities of IBWC. Included are
background papers, dQrafts, dJdocuments
concerneqd with Congressional hearings
and Senate ratification, and related
records. One copy of printed treaty or
convention is <dineluded, _ '

Treaty and Convention Referernce Files,
Requests for treaties or conventlons,
requests for general information
concerning treatieg or conventions, and

other transitory type materials.

420~73

outlining the

DISPOSITION INSTRUCTIONS

Pernanent. Retain in
current files area, {NC1~
76=-77=-1)

Permanent. Cut off at the
end of the calendar year
when treaty or convention
is revoked. Transfer to
the FRC 10 vyears after
cutoff. Offer +to the
National Archives 30 years
after cutoff, (NC1-76-77-1)

Parmanent. Cut off at end
of the calendar year when
treaty or convention is
ratified, Transfer to the
FRC 10 years after cutoff.
Cffer to the Kationa?
Archives 30 years after
cutoff, (NCI-~76-77-1)

Cut off at the end of the
calandar year., Destroy 5
years after cntoff. (NC1-
76~77-1)



ITEM
NUMBER

1202-01

120202

1202-023

1202-04

batween the Commissioners,

DESCRYPTION OF RECORDS

SECTIOR 2,
MINUTE FILES

IBEWRC Minute Record Set Files. one
signed English and one signed Spanish
copy of each numbered Commission Minute
signed by the United States and Mexican
Commissioners which includes all
exhibits such as joint engineering

‘report, maps, graphs, or other jitems

which form a part of the Minute. A
Signed original and a signed@ copy are
sent to the State Department.

IBWC Minute Historical Files., Docu-
ments reflecting background data,
information or investigations, drafts
and related papers leading to the
formulation of a Commission Minute.
Each numbered Commission Minute is
signed by the United States and Mexican
Commissioners, approved by both
governments, and records the decisjions
reached by the Commissioners for
specific joint actions or agreements,
These Minutes have the character of
international agreements between the
United States and Mexico. A copy of
the signed Minutes with exhibits, If

rany, is ineluded as well as official

notifications of approval by the United
States and Mexico and approved time
extensions of the Minute if applicable,

Minute Reference File. Reguests for
Minautes, requests for general informa-
tion concerning Minutes, and other
transitory type materials.

Memorandum of Conversation Files.

DISPOSITION -INSTRUCTIONS

Permanent, Retain i

current les area. {NC1
76-77=1)
FPermanent. Cut off at th

end of the calendar yea:
when Minute has expired o
action contemplated by th
Minute has been completed
Transfer to the FRC 1i
years after cutoff. Offe
to the National Archives 31
vearg after cutoff. {NC1-
76-77-1)

Cut off at the end of the
calendar year. Destroy !

years after cuteff. (NC1-
76-77-1)
Permanent, Cut off at the

Conslsts of memorandums for the record
documenting all conversations between
the two Commissioners and Secretaries
either by telephone or in meetings,
These memorandums represent a unilate-
ral interpretation by the U.S. Section
of the communication and may contain
evidence of an informal agreement
Record

420-74

close of the calendar vear,
Transfer to the FRC 1(
years after cutoff. offe:
to the National Archives 3(
years after cutoff, (Nl
76-80-1)



1202-05

DESCRIPTION OF RECORDS

copy file consists of signed originals;
copies are also filed according to the
subject discussed. A Copy is sent to
the State Department.

Joint Report Files. Consists of
various joint reports prepared by the

Principal Engineers of the U.8. and

Mexican Sections, IBWC. Joint reports
are approved by exchange of letters
between the two Commissioners and
constitute Commission agreements.
These reports, though separate from the
Minutes, are not incorporated into the
actual Minute. Reports are either
annual or periodic, depending on the
requirements of the applicable Minute.

420-75

DISPOSITION INSTRUCTIONS

Permanent., Cut off at ti
close of the calendar yea:r
Transfer to the FRC 1
years after cutoff
Transfer to the Nationa
Archvives 30 years afte
cutoff. (N1-76-90-1)
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AFPENDIX A
MASTER SUBJECT FILE QUTLINE

Page

CODE SUBJECT
ADP Antomatic Data Processing...cceccssesessssssnsed20-A-2
BRBE Bridges and Border Facilities.......,.........420—A~3
" BFA Budget, Finance, and Accounting...ccovesssses.430-A-4
DPCE . Design and Construction Engineering....c.ccse..420-2-6
ERA ' Environmental Resources Activities.......ess..420-2-7
HYD HYAZOologV.cesssssasssnsecscsesancsscavesasesnsesd20-A-8
IIC Interagency and International Coordination....420-A-10
1PR Information and Public Relations......eevesae.420-2-11
LEG Legal and Leglislative.ceesereavscsnvovescvecnesd20cAe]2
MIB Maintenance of International Boundary.esssess..420-A-13
0AM Organization and Management...............-...420-&-15:
osv office Services.........f.....................420-&-16
PAP Paperwork Management....cc.cscessecancsasansssensd20-A-17
PER  PEISONNEL. s sssssesaascssercerenssssnnnnsess d20-A=1B
POM Project Operation and Maintenance......eeeess..420=-A=22
PPM Procurement and Property Management....vesses 420-2~23
REA Real Estate Administrationi.eeessrecnvsacaess420-A-26
SWQ Sanitation and Water QualibtY.eestensovvaesesssd20=-2-27
TRV Travel and Transportationeiscssssssesescscacnnsd20-2-29
WAC Water Accounting...cveesoncrovessrsnanccacssss420=-A=30

For disposition instructions refer to Item Number 102.01 and
102-02 of the Records Disposal Schedules.

420-A-1



AUTOMATIC DATA PROCESSING (ADP)

Use this subject outline for general correspondence and similar
material pertaining +o automatic data processing. Includes
proposals; ADF egquipment selection and utilization; systems
research, development, and design.

ADP 1 General Policy

ADP 2 Reports and Statistics

ADP 3  Laws and Regulations

ADP 4 ADP Applications

ADP 5 Automated Systems

ADP 6 pata Processing {General}

ADP 7 Data Processing Facilities

ADP 8 Equipment Capabilities and Selection

420-&"2 T



BRIDGES AND BORDER FACILITIES (BBF)

Oge this outline for general  correspondence concerning
international bridges, bhorder stationg, and other facilities
located on or along the U.S.-Mexico boundary. See 901-01 for
case files regarding specific bridges.

BBF 1 General Peolicy
BBF 2 Reports and Statistics
BBF 3 Laws and Regulations
BBF 4 Crossing Authorizations
| BEF 4-1 Crossing Problems
BBF 5 Inépection Facilities
BBF 6 International Bridges
BBY¥ &-1 Construction and Maintenance
BEF 6-2 Ownership and Operation
BBF 7 Tratfic
BBF 7-1 Surveys and Statistics
BBF 8 Border Incidents

420~A-3



Use this

BUDGET, FINANCE, AND ACCOUNTING (BFA)

outline for general correspondence and similar material

relating to the preparation and submission of budget data;
budgetary policies and procedures; disbursement activities; and
maintenance, control, and accountability of funds.

the
BFA
BFA
BFA
BFA
BFA

BFA

BFA

BFA

BFA

BFA

10

General Policy

Reports and Statistics

Laws and Regulations

Accounting Codes and Symbols

Accounting Systems

Authorizations - Designations (of personnel to perform
paying, collecting, timekeeping activities. Also
designations of Accountable Officers.)

Bonding of Employees |

Budget Execution

BFA 8-1 Allotments and Authorizations (Advises,
revisions, adjustments.)

BFA 8-2 Apporticnment and Allocation

BFA 8-3 Transfer of Funds {Appropriation transfers,
adjustments, warrants, etc.)

Budget Preparation and Submission
BFA 9-1 Budget Estimates

BFA 9-2 Preliminary Forecasts
Collectioné ~ Receipts

BFA 10-1 Accounts BECEiV&ble

BFA 10~2 Adjustments

BFA 10-3 Billing

BFA 10-4 Checks, Money QOrders, Currency (Except
payroll and travel -- see below)

BFA 10-5 Summaries and Schedules

420=-n~4



BFA 11

BFA 12

BFA 13
BFA 14

BFA 15

BFA 16

Disbursement (Except payroll and travel -- see below)
BFA 11-1 Accounts Payable

BFA 11-2 Adjustments

BFA 11-3 ‘Imprest Fund

BFA 11-4 Letters of Credit

BFA 11-5 vVoucher Examination and Certification

Financial Plans (Use for overall plans for the
expenditure of appropriated and other funds.)

Fund Availability

Obligation {Fund) Control and Flow
Payrolls - Salaries

BFA 15-1 Deductions

BFA 15-2 Paychecks

BFA 15~3 Salary Changes

Travel Accounting

BFA 16-1 Advances

BFA 16~2 Per Diem

BFA 16-3 Transportation
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DESIGN AND CONSTRUCTION ENGINEERING (DCE)

Ugse this subject outline £for general correspondence on IBWC
design and construction engineering activities. Papers related
to an individual project will be- filed in the appropriate case
file (902-01) and, therefore, are not classified under this
gsubject outline.

DCE 1 General Policy

DCE 2 Reports and Statistics

DCE 3 Laws and Regulations

DCE 4 Architect-Engineer Consultant Contracting Policy
DCE 5 - Construction

DCE 5«1 Construction Criteria
DCE 5-2 Construction Equipment, Material and Supplies
DCE 6 Design (Preparation of preliminary and final drawings,
specifications, cost estimates; general, special, and
technical provisions for wuse in issuing IBM's for
constructions; and securing, analyzing, and evaluating
bids or proposals for construction,)
DCE 6-1 Degign Criteria
DCE 6-2 Site surveys and Preliminary Estimates
DCE 7 Planning
DCE 7-1 Master Planning

DCE 7-2 Program and Projects
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ENVIRONMENTAL RESOURCES ACTIVITIES (ERA)

Use this subject outline for correspondence related to the
environmental impact of IBWC activities. Refer to Sanitation and
Water Quality (SWQ) for correspondence related to water quality
and water pollution.

ERA
ERA
ERA

ERA

ERA

ERA

1

2
3
4

General Pclicy
Reports and Statistics
Laws and Regulations

Environmental Protection {General Correspondence only.
See 902~01 for EIS regarding specific IBWC projects.)

ERA 4-1  Archeological and Historical Elements
ERA 4-2 Floral and Faunal Elements
ERA 4-3 Social and Econcmic Elements
Environmental Special Studies
Pollution Assessments

ERA 6-1 Air Pollution

ERA 6-2 Solid Waste Pollution

ERA 63 Water Pollution

Public Hearings

Recreatjion

ERA 8-1 Boat/Float Trips

FRA 8-2 International Parks

ERA 8-3 National Parks

ERA 8-4 State and Local Parks

ERA 8--5 Wild and Scenic Riﬁers
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HYDROLOGY (BYD}

Use this subject outline for general correspondence about water
congervation; £fleood activities and studies; irrigation, and
groundwater studies; hydraulic design for dams and reservoirs;
and hydroelectric power. Hydrology related activities of Water
Accounting (WAC) and Sanitation and Water Quality (SWQ) have been
elevated to primaries in the subject outline. Refer to WAC and
SWQ, as appropriate, for classifying papers on these related

activities,
BHYD 1 General Policy
HYD 2 Reports and Statistics
HYD 3‘ Laws and Regulations
HYD 4 Congervation
HYD 5 Flcod Control
HYD 6 Flood Insurance
HYD 7 Flood Operations
HYD 7=~} Flood Warnings {Includes press releases,
public notices and statements concerning
flooding or potential flooding.)
HYD 7-2 Pre-Season Exercises
HYD 7-3 Weather Reports
HYD 8 Flood Plain Management
HYD 9 Flood Reporting (General correspondence regarding
reporting methods, procedures, format and distribution.
See 1002-02 for individual Flcocod Report case files.)
HYD 10  Flood Studies
HYD 10-1 Flood Frequency and Probability
HYD 10-2 Flood Routing
HYD 11 Geothermal Resources
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HYD 12 Groundwater (Subdivide by geographic area if volume
warrants,) .

HYD 12-1 Measurements and Analyses
HYD 12-2 Investigations and Special Studies
HYD 13 Hurricanes and Storms
HYD 14 Hydraulic Design and Investigations
HYD 15 Hydroelectric Power
HYD 15-1 Power Generation
HYD 15~2 Purchase of Power
HYD 16 - Hydrolegic Communications
HYD 16-1 Radio
HYD 16-2 Telemetering Network
HYD 17 Irrigation and Drainage
HYD 18 Reservoir Operations
HYD 18-1 Bank Sloughing
HYD 18-2 Constant Level for FPish Spawning
HYD 18-3 Water Release Criteria

HYD 19 Water Resources Planning and Management
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INTERAGENCY AND INTERNATIONAL COORDINATION (IIC)

Uze this outline for general material regarding cooperation and
coordination of IBWC with other agencies, state and local
governments, international and border planning groups or
commissions. Do not usge for material which can be filed under a
more specific subiect.

IICc 1 General Policy

IIC 2 Reports and Statistics

IIC 3 Laws and Regulations

IIC 4. = City and County Agencies

IIC 5 Federal Agencies (Includes dJdefinitions of areas of
responsibility and authority, operating relationships,
program coordination, etc. Subdivide by agency or

interagency committee if volume warrants.)
IIC 5=-1 Bureau of Reclamation
IIC 5-2 Corps of Engineers
IIC 5-3 State Department
IIC 5-4 U.5.G.5.
TIIC 6 International Commissions or Committees
IIC 6-1 International Joint Commission
IIC 6-2 U.5./Mexico Border Associations
IIC 6-3 Interparliamentary Meetings
IIC 6-4 Mexican Government Organizations
IIC 7 State Agencies

IIC 8 Water Agencies and Authorities
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INPFORMATION AND PUBLIC RELATIONS (IPR)

Use this subject outline f£or material regarding informational
services; public access to record; dissemination of technical
information through publications and presentations; relating with
the general public, press, private organizations, and other
Government Agencies,

IPR 1 General Policy

IPR 2 Reports and Statistics

IPR 3 Laws and Regulations

IPR 4. Dedications

IPR 5 Exhibits, Fairs, Expositions

IPR € Information §Services (Use for requests for general
information from other government agencies, private
industry, and the general public. Materials related to
inguiries which involve special investigations or
policy decisions should be filed in the related subject
or case file.)

IPR 6-~1 Freedom of Information Act Requests (Use for
requirements involving inguiries specifically
identified as FOIA reguests. See 405-0) for
material regarding specific requests.) .

IPR 6-2 Privacy Act Requests (Use for requirements
for disclosure of information  about
individuals. See  405-2 for specific
requests. )

IPR 7 Invitations, Engagements

IPR 8 Library Services

IPR 9 Presentations, Speeches

IPR 10 © Public Opinion (Commendations, Congratulations,

Appreciation, or Criticism.)

IPR 11 Publicity and Promotion
IPR ll-1 IBWC Employees and Activities
IPR 11-2 Mewspaper and Magazine Articles
IPR 11-3 Press Relations and Releases

IPR 12 Visitors, Representatives, and Guests (See OAM 10 for
official visits by IBWC officials.) . ' -
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LEGAL AND LEGISLATIVE (LEG)

Use this outline for papers pertaining to the IBWC legislative

program,

relations with Congress, and legal matters which are so

general in nature that they cannot be filed under more specific

subjects.
LEG 1
LEG 2

LEG 3

LEG 4

LEG 5

LEG 6

LEG 7

LEG &

General Pelicy
Reports and Statistics

Laws and Regulations ({Use only for general material
regarding Federal, State, and local laws and
regulations which cannot be filed under a specific
subject.)

Claims, Litigation, Appeals (Use only for general
material on claims by or against U.S. Goveranment,
claims procedures, etc. File material regarding
specific c¢laims in the appropriate case or project
file.)

Congressional Activities anﬁ Relations {Use for routine
correspondence with Senators, Representatives and other

Federal, State, and 1local legislative officials and

committees which cannot be filed by subject under other
outlines.}

Legal Library

Legislative Program (Use only f£for agency's overall
legislative program, including bills introduced on
behalf of and those affecting agency programs,)
Opinions, Decisions, Interpretations (Use only for

general material which cannot be filed by subject under
other outlines.)
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MAINTENANCE OF INTERNATIONAL BOUNDARY (MIE)

Use this subiject outline for general correspondence related to
determining and maintaining the international boundary including
the following activities: Surveying and mapping; stabilizing or
relocating the river boundary; marking or monumenting the land
boundary. Also covered are potential or completed transfers of
land from one country to the other resulting from river channel
changes.

MIB 1 General Policy

MIB 2 Reports and Statistics
MIB 3 Laws and Regulations
MIB 4 . Aerial Photography

MIB 4..] Mosaics
MIB 4-2 Horizontal and Verticél Controls
MIB 5 Boundary Mapping | |
MIB 6 Land Boundary
MIB 6-] Encroachments
MIB 6-2 Federal Zone
MIB 6~3 Fence
MIB 6-4 Movement (Earthquakes)
MIE 7 . Maps
MIB 7=1 Map Accuracy
MIB 7-2 Map Corrections
MIB 7-3 Cartographic Procedures
MIB 7—4 Photogrammetric Procedures
MIB 7-5 Distribution and Storage

MIE 8 Mapping Agreements
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MIB 9

MIB 10

MIE 11

MIB 12

MIB 13

MIB 14

MIB 15

Maritime Boundary (Includes monumentation
maritime boundary.)

MIB 9-1 Gulf of Mexico

MIB §-2 Pacific Ocean

Markers

Monuments

MIB ll~1 Damages

MIB 11-2 Maintenance {Includes inspections.)
Photography

River Boundary

MIB 13-1 Bank Erosion and Stabilization

MIB 13-2 Channel Changes and Restoration

of the

(Also

includes general correspondence on cutoffs,
detached tracts, bancos or islands in the
river channel. See 901-02 for cutofis and
detached tracts case files. See 901-03 for

banco case files.)

MIB 13-3 Obstructions {Includes floodplain management
for the Rio Grande and Colorado River. See
HYD 8 for floodplain management general

information.)
MIB 13-4 River Cross Sections
MIB 13-5 River Mileages
Surveys and Surveying
MIE 14-1 BRerial Surveying
MIB 14-2 oOverflight Authority
Topographic Surveys and Surveying
MIB 15-1 Bench Marks
MIB 15-2 Ground Controls

MIB 15-3 Reference Point Markers
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ORGANIZATION AND MANAGEMENT (QOAM)

Use this subject outline for general correspondence on the
establishment, organization, reorganization, and termination of
IBWC organizational units; the assignment and reassignment of
functions; management analysis and surveys; manpower requirements
and utilization; and emergency planning.

OAM
OAM

QAM

OAM

OAM

OAM

OAM

OAM

OAM

OAM

1
2

10

General Policy
Reports and Statistics

Administrative Audits, Inspections, and Reviews
(Includes administrative and operational surveys of a
general nature.}

Delegations of Authority {Includes designations.)

Emergency Planning (Use for material relating to
continuation of operations in the event of an
emergency. )

Management Analysis and Improvement {Use for general
material concerning studies, surveys, systems, work
simplification; and similar management improvement and
coet reduction activities other than inspections.)

Management Meetings (General papers regarding staff or
other management meetings that cannot be filed under a
more precise subject.}

Manpower Control and Utilization

Organization - Reorganization (Includes reorganization
plans, mission and function statements, oxganization
charts, history and background of the agency or office,
determination and jurisdiction of IBWC offices.)

visits (Includes general material regarding trips by

IBWC officials for briefing or administrative
purposes.)
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OFFICE SERVICES {0SV)

Use this outline for material regarding office service functions
of communications, printing and reproduction, and buildings and
grounds.

08v 1 General Policy

osv 2 Reports and Statistics

0S5V 3 . Laws and Regulations

o8V 4 Buildings and Grounds (Use Eor general material

regarding buildings and grounds for housing IBWC
employees.)

OSV 4-1 Acquisitions

CsV 4-2 Protection and Security

08V 4-3 Space Assignment and Utilization

OSV 4-4 Dtilities, Mhintenance, Improvements
(¥ncludes  cleaning, heating and air
conditioning, 1lighting and power, moving,
alterations, and painting.)

QSV 5 Printing and Reproduction
08V 5-1 Duplicating Services

oSV 5-=2 Graphic Services (Includes artwork, desiqgn,
drafting.) .

05V 5-3  Printing and Binding
oSV 6 Telegraph, Teletype, Facsimile Services
08V 7 Telephone Facilities
0S¥V 7-1  Federal Telecommunications System (FTS) '

osy 7-2 Toll Calls - Long Distance
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Uze

this

PAPERWORK MANAGEMENT {PAF)

subject outline for general material relating to

paperwork and records management functions as identified in the
FPMR's (41 CFR Part 101-11}.

PAP
PAP
PAP

PAP

PAP

PAD

PAP

PAP

PAP
PAP

PAP

PAP

1
2
3
4

General Policy
Reports and Statistics
Laws and Regulations

Correspondence Management {Includes correspondence
procedures and instructions, letter writing)

Directives (Issuance) Management (Use for material
regarding systems for issuing policy and procedural
information and guidance to agency personnel. Do not
use for copies of published issuances.)

Document and Information (Use for systems angd
procedures for safeguarding and control of information
and documents. See IPR §6-1 and IPR 6-2 for
requirements relating to FOIA and Privacy Act
reguests.)

Forms Management (Use for material regarding forms
development, clearance and control.)

Mall Management (Includes copies of forms related to
payment of postage fees.)

" Microfilming -

Records Disposition (Use for general correspondence,
See Item 202-07 for Records Disposition Case files.)

Records Maintenance (Use for general materials. See
Item 202-06 for PFiles Maintenance and Disposition
Plans. )

Vital Records (Includes correspondence, procedures, and
instructions pertaining to records which are essential
to IBWC operations in an emergency situation. See 0AM
3 for Emergency Planning.)

420-2-17 -~



Use this

all phases

ete,

PER 1

PER 2

PER 3

PER 4
PER 4-1
PER 4-2
PER 4-3
PER 4-4

PER 5
PER 5-1

| PER 5-~2

PER 5-3
PER 5-4

PER 6
PER 6-~1
PER 6-2
PER 6-3
PER 6~4

PER 7

PERSONNREL (PER)

_employee relations, training and career development, Becurity,

General Poliey

Reports and Statigtics

Laws -~ Regulations

Attendance and Leave

Annual Leave
Hours of Duty
Leave Without Pay
Sick Leave

Awards and Commendations

Awards Committee
Commendations
Honor Awards

Suggestions

Conduct and Discipline

PER -1

Conflicts of Interest
Disciplinary Actions
Gratuities and Pavors

Political Activity

Employee Relations and Services

Appeals and Grievances (Use for general
material on appeals system, policies ang
procedqures for handling appeals, complaints,
and grievances,)
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PER 8

PER 9

PER 10

PER 11

PER 7-2

Campaigns and Drives (Includes general
material on such activities . as Combined
Federal Campaigns, Savings Bond drives, blood
donations.) '

PER 7-3 Credit Union

PER 7-4 Employee Organizations {Includes employee
associations, social, welfare, and
recreational activities.)

Employment

FER 8-1 Egual Employment Opportunity (Includes
informal EB0 communications which are
potential grievances, and are resolved
without a formal complaint being filed.,)

PER B-2 Former Employees

PER 8-3 Job Retention and Restoration

PER 8~4 Special Categories {Includes  students,
handicapped, veterans, experts, and

consultants.)

Health and Medical Care

PER 9-]

PER 9-2

Injuries and Claims

Medical and First Aid Services

Insurance and Annuities

PER 10-1 Group Life

PER 10-2 Health Benefits

PER 10-3 Retirement

PER 10-4 Unemployment Compensation

Labor~Management Relations

PER 11-1 Exclusive Recognition

PER 11-2 Negotiation of Agreements
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PER

PER

PER

PER

PER

PER

PER

12

13

15
16

17

18

Pay Administration

PER 12-1
PER 12-2
PER 12-3

Deduction
Name and Record Changes

Pay Increases

Performance Evaluation

PER 13-1
PER 13-2
PER 13-3
PER 13-4
Fersonnel
PER 14-1
PER 14-2

Personnel

Documentation and Processing
Rating Panels and Boards
Ratings and Appraisals
Standards for Production
Program Management
Inspections

Surveys

Security and Suitability

Position Classification

PER 16~1
PER 1l6-2
PER 16-3
PER 16-4

Appeals
Job Descriptions
Series and Standards

Surveys and Evaluations

Position Management

" PER 17-)

PER 17~2
Promotion
PER 18-1
PER 18-2

Personnel Ceilings
Staffing Patterns

and Internal Placement
Assignment and Details

Promotion and Demotion
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PER 19

PER 20

PER 21

PER 22

Recruitment, Selection, and Appointment

PER 19-1
PER 19-2
PER 18-3

PER 19-4
PER 19-5
PER 19-6

PER 18-7

Advertising and Publicity

Application for Employment

Appointment (Subdivide by type of appointment
if veolume warrants -~ competitive service,
excepted service, ete,)

Certification of Eligibles

Examination and Testing

Qualifications

Recruitments

Safety Program {Employee)

PER 20-1
PER 202
FER 20-3

Accident Prevention
Awards

Inspections and Surveys

Separation and Displacements

PER 21-1
PER 21-2
PER 21-3
PER 21-4
PER 21-5
PER 21-6
Training
PER 22-1
PER 22.2
PER 22-3
PER 22-4
PER 22-5

Death
Reduction-in-Force
Resignation
Retirement
Separation for Cause

Transfer Out

and Career Development

Career Planning and Counseling
Orientation

Technical Manuals and Seminars
Training Courses and Seminars

Training Facilities and Equipment
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Use this

PROJECT OPERATION AND MAINTENANCE (POM)

subject outline for general correspondence in operation

and maintenance of IBWC projects including policy and procedures
concerning +the installation and maintenance of facilities and

equipment,

Papers related to an individual project will be filed

in the appropriate case file (903-01).

POM
POM
POM
POM

POM

POM
POM
POM

PoM

1
2

3

4

General Policy

Reports and Statistics
Laws and Regulations
Emergency Maintenance
Equipment

POM 5~1 Electrical
POM 5-2 Instruments
POM 5-3 Mechanical
Maintenance Requirements and Procedures
Operational Criteria
Safety

Structure Inspection and Evaluation
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PROCUREMENT AND PROPERTY MANAGEMENT (PPM)

Use this outline for general corregpondence regarding
procurement, management, accountability, and disposition of
eguipment and supplies, and services.

DO NOT use this omtline for papers about a specific contract or
procurement transaction. Material of this nature should be filed
in the appropriate case file.

PPM 1 General Policy

PPM 2 Reports and Statistics

PPM 3 - Laws - Regulations

PPM 4 Authorizations - Appointments (Inciudes Contracting
officer,)

PPM 5 Contract Administration

PPM 51 Changes or Modifications
PPM 5-2 élose-Out/Termination
PPM 5-3 Cost/Billing Rates
PPM 5-4 Monitoring
PPM 6 Contracts and Agreements (If volume warrants, subdividé
by ¢type such as fixed price, cost reimbursement,
rental, lease {not real property), interagency
agreement, )}
PPM 6-=1 Clauses
PPM 6-2 Formats and Forms
PEM 7 Maintenance
PPM 7~1 Painting
PPM 7-2 Repair
PPM 8 Procurement

PPM §-1 Catalcgs, Price Lists, Schedules

PPM 8-2 Discounts
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PPM 8-3 Open Market
PPM B8-4 Petty Cash {(Imprest Fund)
PPM 8~5 Rental
PPM 9 Procurement Methods
PPM 9-1  Formal Advertising
PPM 9-2 Negotiation
PPM 9-3 Small Purchases
PPM 10 Property Accountability
PPM 10-1 Identification
PPM 10-2 Inventory
PPM 10-3 Stock Control
PPM 10-4 Survey, Boards of.
PPM 10-5 Thefts and Losses
PPM 11 Purchase Orders and Requisitions
PPM 12 ' Solicitations, Bids, and Awards
PPM 12-1 Award
PPM 12-2 Evaluation of Bids/Proposals
PPM 12-~3 Invitation for Bids/Request for Proposals
PPM 12~4 NKegotiation
PPM 13 Storage '
PPM 14 Suppliers and Contractors
PPM 14~) Bidder Mailing List
PPM 14-2 1Ineligible Bidders
PPM 14-3 Minority Business

PPM 14-4 Small Business
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PPM 15

Surplus and Excess Property

PPM 15-1
PPM 15-2
PPM 15-3
PPM 15-4

Acguisition
Disposals
Transfers

Utilization
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REALL_ESTATE ADMINISTRATION (REA)

Use this subject cutline for general correspondence about IBWC's
interest in land and structures permanently attached to the land
(real property). Refer to Procurement and Property Management
(PPM} for classifying correspondence related to personal
property.

REA 1 General Policy

REA 2 Reports and Statistics

REA 3 = Laws and Regulations

REA 4I Acquisition
REA 4-1 Condemnation
REA 4-2 Purchases

REA 5 Appralsal

REA 6 Disposition of Land (Includes general material on
excess real property disposition.)

REA 7 Land Titles

REA 8 Land Use (Use for generai material regarding land use.
See Item 903-0l, Project 0zM case files for public land
use on IBWC projects.)

REA ¢  Leases, Licenses, and Permits (Use for general material

not related to a specific lease, license, or permit,)
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SANITATION AND WATER QUALITY (SWQR)

Use this subject outline for general correspondence related to
monitoring and control of Boundary sanitation problems and water
quality of the international rivers and reservoirs.

SWQ
SWQ
SWQ
5WQ

SWQ

SWO

SWQ
SWQ
SWo

SWQ

1
2
3

10

General Policy

Reports and Statistics

Laws and Regulations

Calculation and Determination Methods

SWQ 4-1 Sampling Techniques

Chemical Waste Problems (Papers regarding oil and
hydrocarbon spills, pesticides, industrial wastes, etc.
Subdivide by river or reach of river if wvolume
warrants,)

SWQ 5-1 - Analysis and Recording

SWQ 5-2 Treatment and Control

Desalting Plants

SWQ 6-1 Mexico

SWQ 6-2 United States

SWQ 6«3 Desalting Technidaues

Monitoring aﬁd Supervision

Research and Development

Salinity Preblems (Subdivide by river or reach of river
if veolume warrants.)

8WQ 9~1 Analysis and Recording
SWQ 9-2 Salinity Control
Sediment Problems {Papers regarding measurement,

causes, and control of sediment. Subdivide by river or
reach of river if volume warrants.)
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5Wo 11

Sewage Problems

sWQ 11-1

SWe 11-2

sWQ 11-3

Bacteriological Analyses (Includes human and
animal waste sewage. Subdivide by river or
reach of river if volume warrants.)

Sewage Treatment and Control {(Subdivide by
type of treatment if volume warrants, i.e.,
aeration, chlorination, etc.)

Special Studies
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Use this

TRAVEL AND TRANSPORTATION (TRV)

subject outline for general correspondence on policies

and procedures regarding the travel of individuals and movement
of household goods; the shipment of equipment, supplies, and
materjals; and the acquisition, maintenance, use, and disposition
of motor vehicles,

TRV 1
TRV 2
TRV 3

TRV 4

TRV 6
TRV 7

TRV 8

TRV 9

General Policy

Reports and statistics

Laws - Requlationg

Freight and Express Shipments

TRV 4-1 Bills of Lading (Use for procedures regarding
preparation and submission.)

TRV 4-2 Carriers {Includes 'general information on
rates, fares, tariffs, routes, and
schedules.) '

TRV 4-3 Claims (Loss and damage etc.)

Government Vehicles

TRV 5-1 Accidents

TRV 5-2 Assignments and Use

TRV 5-3  Credit Cards

TRV 5-4 Iﬁwc - Motor Pool Agreement

TRV 5-5 Motor Vehicle Reporting

TRV 5~6 Operator Permits (Includes tests and
licenses.)

Itineraries and Reservations

Local Transportation (Includes use of taxis, tokens,
atc.)

Permanent Change of Station (Includes transportation of
personal and household effects.)

Travel Allowances {Includes per diem and mileage rates,
travel advances, etc.)
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WATER ACCOUNTING (WAC)

Use this subject outline for general correspondence about water
accounting, d4including gaging station operations, storage and
losses, determining the national ownership of water, tributary
contributions, and policy and procedures in acquiring data and
publishing water bulletins.

WAC 1 General Pelicy

WAC 2 Reports and Statistics

WAC 3 Laws and Regulations

WAC 4l Gaging Stations (Includes  correspondence about gaging

stations in general. Pertinent correspondence about an
individual gaging station is filed in the Gaging
Station History File {1003-03).)
WAC 5 Gains and Losses
WAC 5-1 Consumption
WAC 5-2 Diversicons
WAC 5-3 Evaporation
WAC 5-4 Illegal Diversions
WAC 5-5 Reservolr Seepage
WAC 5~6  Return Flows
WAC 6 National Ownership of Waters
WAC 6-1 Differences

WAC 6-2 Exchanges of Water (Includes 1lecans and
transfers.)

WAC 6-3 Five-Year Cycle

WAC 6-4 Tributary Contributions
WAC 7 Storage

WAC 7-~1  Bank

WAC 7-2 Channel

WAC 7-3 Reservoir
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WAC 8

" WAC 9

WAC 10

WAC 11

WAC 12
WAC 13

Water Bulletin (General correspondence only regarding
format, printing, distribution, etc.)

Water Rights

WAC 9-1 Litigation

WAC 9-2 IBWC Permits and Authorizations (Includes
correspondence relating to securing IBWC
Permits and authorizations.)

Water Supply Forecast

Water Deliveries to Mexico

Investigations and International Streamg

Cross~Sections

A20~A=31



INDEX

-



Page

Accident, Motor Vehicle Case Flles,....ivuvinnnan. . 420-45
Accident or Injury Log Flles............... ettt aeraaae, 420-45
Accounting..... P e et Nt At na LT 420-12
Accounting Card Files...,...... Ces e e e et e anae e . 420-16
Allotment Files....,.....00eu... PR a kv e st w e sy 420-14
Apportionment and Reapportionment Schedule Files.,,.... 420-14
Bill for Collection Files.,.......... P s e e Ve 420-13
Budget Executive Files.,........ O, Tt At i 420-14
End of Fiscal Year Report ... ..o ivivnrenninnn, e 420-14

Budget Status Files,..,..... R T T 420-14
Contract Payment Administrative Files...... trvaranan ‘ens 420-16
Cost Account Worksheet Files. . ...ttt iiiiiinninnnnnnn., 420-17
Cost Report L et : 420-132
Entry on Flant Property and Equipment Record Log..,..., 420-15
General Ledger Filles ... .t iiiniiiiinnannnnns, be e e 420-12
Grazing Lease Administrative Case Files...iouiieina.n, 420-16
imprest Fund Files, . i nnnernennnnn, e eyt v esea 420-13
Journal Voucher Files.......................... ........ 420-12
Paid Voucher Files......,........ e aenas et 420-12
Requisition Carg Files..... R R R R T R Ve 420-15
Schedule of Cancelled Check Files.,........ et e ey 420-13
Schedule of Collections Files. .., viiviiirnnenrnnn.. ' 420-13
Shop Labor Report Files.............. St e et e, taaas 420-17
Shop Order Files............,......,..........;. ...... . 420-17
Statement of Allotment Report Files........ v asas e e 420-14
Statement of Financial Condition Files,,......oohuun.. 420-15
Statement of Transactions Files...,...... Ve tae e v 420-12
Sub-Ledger Files..........‘.................. ..... Per 420-12
Tax Exemption Certificate L 420-15
Tax Withhelding Report Filles. ittt iionnenarnes - 420-15
Vendor Payment Control Card Flles.. it iiinvnvnnnnns. ‘o 420-16
Voucher and Schedule of Payments Reference Flles...,... 420-186
Warehouse lssue Report Files.....,...ieevvvenennn, e 429-16
Acceunting Card 3 Viesanraas 420-16
- Accounting Codes and Symbols (BFA L T 420-A-4
Acquisition, Land Case Files, . iviiiiinnrinnenennrennnnan, 420-69
Administrative Support Records.,....ovivenucnnninnnnn.. ‘e 420-20
Buildings, Grounds, and Space Management Files..,...... 420-21
Communications Files,....,...... b a e r e st r e 420-21
FOIA and Privacy Act Hequests.......................... 420-23
Freight = £ T sea e 420-22
Printing, Reproduction, and Distribution Files...... ‘o 420-20
Travel and Transportation......................,,...... 420-24

INDEX 420-1



N A E e M s C N E R R R o T W R e e Ry e T W B M e e sk e de o e M e e kW R M e e L ke e e e o

Aerial Mosaic Files...,..... CHersaseciaur sy 820-48
Aerial Oblique Files.,..... C e et a At s b e . 420-55
Aerial Photographic Index Files. .o error e vnssneneins ceeer e 420-53
Aerjal Photography {Mlﬁ 4)...... N s ar e e by 420-A-13
Aerial Survey PHOto FALeS.......'.:reeesessrsrsnes. Cieees 420-50
Reronautical Chart FilesS........o.eeeesnnn.. et e . £26-52
Affirmative Action Plan, EEO............. e, 420-45
hgencf Directives and Puﬁlications Reference Copies...... 420-4
Agreement, Memorandui Of i v eesinioersanoneetnnnennnss 420-28
Allotment Files..,......000veenenarnnn tesrraran e Chere e 420-14
Announcement , Vacancy Files..,....... A esvan PR be s ey 420~40
Appeals and Grievance Case Files....... e . Ch e 420-38
Application for Employment Files...........ovvruns. e 420-41
Application for Leave Files..... e vt et et b eae . 420-39
Apperticnment, Reqguest For Files........ veeasvana- t1eeraa 420-18
Appotrticnment and Reapportionment Schedule Files..... Ve 420-14
Architect-Engineer ﬁualification Files,....... trans e R 420-60
Attendance and Leave (PER 4),..vivurens.e Ve easseans - §20-A-18
Automatic Data Processing (ADP ). . ... sieirerecesnnnonnean . 420-A-2
Awards and Leave (PER 4)....... 420-A-18
Banco Case Files..... v rareaasas therercieran i berrr e 420-57
Bid, Invitation for Master Files .., .. iveevreresenons Cree 420-32
Bill for Collection Flles...uriiiuerivnvonnnmovnnrrcrnsreens 420-13
Bill of Ladihg Files, U.S. Government............... 420-22
Bonding 0f Employees (BFA 7 ).iuesuivourerecasvornrsnsssnas 420-A-4
Border Incidents (BBF 8),,........ e Che e 420-A-3

INDEX 420-2



e T L . S

Boundary Management , .. ... i i teren 420-58
Banco Case Fileslql oooooo bloolltdlp"t-lt-ll.' lllll LI ’ 420‘-5?
Diversion Structure Case Files...... F e e h e 420-57
Internatijonal Bridge Case Files,,....,,..... Crr s 420-56

Bridge Historical Files,...... T RN 420-56
Bridge Reference Files............................ 420-56
Identification Card Control Files,. .. ...iivemeiinnnnnnn.. 420-58
Islands, Cutoffs, ang Detached Tract Case Files........ 426-56
Request for Identification Card Files................. . 420-58
River Structure Case Files........ Crer s aan beea e b 420-47

Boundary Mapping (MIB 5),...........00...... e e e, 420-A-13

Boundary Treaty Mapping Mosajic Filles.....,.. v ivuunnnn. - 420-52

Bridge, International Case Files..,.,...... teeasran v e 420-56

Bridges and Border Facilities 18- - 2 . 420-R-3

Briefing Book Files,...,.......... P et e e ceeaa ‘e 420-18

Budget_rl'l't_uln -------------- L N I, LI T e 420-1?
Briefing Book Files,........ S A e 420G-18
Budget Estimate Files........iiiiinenn... Cr et e 420-17
Budget Work Paper Files............ o sa e Cd e ‘e 220-17
Request for Apportionment Files............. e et e - 420-18

Budget Estimate Files.,.,................ e e e 420-17

Budget Execution (BFA B),......... tes et aeae veanae 420-A-4

BudQEt Execution Files-- lllll lll_c'l!t'liinl'll'l & 4 &k 2 4 & v pop o4 420"14

Budget, Finance and Accounting (BFA)................. e 420-A-4

Budget Preparation and Submission (BFA 9),....... terreans 420-A-4

Budget* St‘at‘us Files! llllll ’.Il.lll'." !!!!!!! Il.l‘ﬁi-i-l. 420-14

Budget Work, P&Per F11e5|1ll.0Diit_pilttbt—n:v'lii-oit lllll 420_17

Buildings, Grounds and Space Management Files.........,.. 420-21
Identification Credential Files,......... Srar e e eaa 420-21
Space Assignment and Maintenance Recorad Files..... Crean 420-2%
Visitor Control Filegtlil.'P!.lIil‘.il'!#iil"lltll.il. 420-21

Bureau Schedulelel!lir.lilll. lllll * % F A 8 0l ra ooy LI D I TR I I Y 42ﬂ-12
Cancelled Check Files, Schedule of....{................... 420-13
Carrier Transportation Flles.....civvvvnnnnnn. i iaeay 420-24

INDEX 420~-3



----------------------------------------------------------------------

Cartography and RAerial Surveys...,..... i sriaaeaas 420-48
Rerial Mosaic Files........ e et e e+ 4z0-a9
Aerial Photograph Index Files... ..... e tren et ae e 420-53
Aeri&l SUI‘VEY Photo FiIE$ . AR AN R R %A OTONNOFE RS AN EEE & " 420-50
Aeronautical Chart Files..... Sedaanns it e b o manes 420-52
Boundary Treaty Mapping Mosalc Files crer e e ' 420-52
Defense Mapping Agency Map Files........ teevarteareerana 420-52
Field Survey Notebook Files......iieeecrneninnrronannas 420-48
GEﬂeral D‘ESign Map Files ----- LI I R R N A N A R N [ 420—50
IBWC Map Files...... rereneas P s ae s A Cemseaaea, 420-49
Harp RequeSt Files'll..llil..t.t.'l' lllll .ll--IP'f llllll - 420*53
National Topographic Map Files........... f e e ' 420-53
Overlay Drawing Flles, ., . .. iuesncnnonasrnasonneneans 420-51
PlaHEtable Mﬁp Files llllll L] LI T R R R I A R ) L T N T Y 420"51
Primary Controls and Computations Files.,..... ... e 420-48
Project Topodraphic Map Flles. . .uiuiineeesreroroneosnnn 420-50
Published Mapping Index Sheet Files... ..... Fe ettt r e 420-52
Quad Sheet Proof Flles. .. ionesieeene. T, 420-52

Cartography Rerial Surveys and Photography............ - 420-48
Cartography and Rerial Surveys.....vevoenenss. Cr e rr s 420-48
Obligue Photography and Siide Files............ ek rean 420-53

Ceremony Files, Dedicatioen........... P iaeaim e Cesaeun 4206-54

Certification Files,....... e ree s o h et t e e e e 420-41

Chemical Waste Problems (SWQ S)........... Careera s P 420-A-27

Chronological or Reading Files.,,...... tusanrrrass rha s 420-2

City and County Agencles {110 4)........ Ped e e, ‘e 420-A-1C

Claimcase Files'.‘-.";'..1!-!01lll ----------- LN T I T LR R 420-47

Claim, Compensation Special Files., ... vvivennras P e 420-46

Claims, Litigation, Appeals (LEG 4J.....0uivinrvnennna. . 420-A-12

Collection Files, Bill for...civieiennarorarosan vt e 420-13

Collections - Receipts (BFA 10)............ S et et e 420-A-4

Commissidner's Anhual Summary Progress Report Files,..... 42G6-10

Communications Files,....... s eedresana tiestriareneaana e 420-21
Mailing List Files.......... P hebeaceenas N A 420-22
PGStal Rec81pt Filesbini.tll'l!’t.'!!l" llllll % & 2 9 ¥ BN L 420-22
Telephone Directory Files.....iviveernnnnnaes. vreraenaa 420-21

Compensation, Special Claim Files,.,.... N vaea 420-46

INDEX 420—4



Computations and Primary Controls Files.......... sesnnyy . 420-48
Congressional hctivities fLEG 2 F s Cerereaas 420-A-12
Construction {(DCE S)..iiiiinrnnevrrnnnnnnnn Panrtere e . 420-A-6
Cnnstructioﬁ and Engineering D951§n Control Card Files,,, 420-%90
Construction Contracts for International Boundary

ProjectsS .ttt innrenneeee. P st e ey SV e 420-286
Construction Field Survey Notebook Files...... b e 420-5%
Construction, IBWC Project Planning and Design Case

Flles.............. P e e tr st seans Pae e s Vo 420-58
Construction, Monthly Progress Statements, ......iienunns. 420-60
Consultant Services Contracts....... e eana e s e 420-28
Contract Administration (PPM S).........o.... e mes it 420-A-23
Contract Log Files. . ..., ivnnnennnn. P r e v e Cr v ear e 420-30
Contract Payment Administrative Files......... i e 420-16
Contractor Payroll Files.......... Cee s . ot e eaas 420-21
COmtract s, i vy inninnrannss e Verrar e . 426;§6
Contracts for Engineering and/or Consulting Services..... 420-28
Copying Equipment (Office) Production and Cost,.......... 420-20
Cost Account Worksheet D 420-17
Cost Report Files.,.,.... T TP, S r e v an e R 420-13
Credential, Identification Files..........cevuvonrnnnr... 420-21

- Crossing Authorizations (BBF 43....00vternnevnnnnn.. feaae 420-A-3

Cutoffs, Islands, and Detached Tract Case Files,......... 420-56
Daily Diary Files.,...... Ceveen Cr e et rean s 420-62
Damaged/Shortage Report Files..... s et E s e e .o §20-22
Dedication Ceremony FlleS...uur.vuireinresnenenenennnnns 420-54
Defense Mapping Agency Map Files....,....... ot e 420-52

INDEX 420-5 -



.-.‘.-+n-—-—---~o---------u-\---u.-...----—----rn--ﬁt---q—---—-‘-H-d.-----—q---.

Description, Pesition Files,.........

Design and Censtruction Engineering (DCE).......

Detached Tract, Isiands, and Cutoffs Case Files,,

Diary, Paily Files,,... P re s iy

Directives and Publications Reference Copies, Agency.,.,

Directives, Internal Record Set,,....

Directory, Telephone Files..,........

Diversion Report Case Flles..,.......

Diversion Structure Case Files..,.....
History Files,....,... e craaa

L

LI B I

LI I B N

-

LI I

Beference Flles.uuiuiviuuiinrnennennnnnnnmennrnemnei,

EEG Rffirmative Action Files........ .

EED General Files (A-2 Files}),....,...

Empioyee Travel Flles....vuverrun....

Employment Files........v.... —. e
Application for Employment Files
Certification Files...,........ s reas
Examination Announcement Files,..,.
Vacanty Announcement Files,..,..,..

End of Fiscal Year Report..,........ e

Engineering Design and Construction Control Card Files,

Entry on Plant Property and Equipment Record Log..,

Environmental Resources Activities {ERA). .,

Equal Employment Oppnrtunity Files,,.

[ L I B B |

EEQ Affirmative Action Plan...................

EEO General Files (AR-Z Files)......

Examination Ahnouncement Files.......

INDEX 420-6

a0 0 dhkEr

LI IR I

- W A



SRR T ST TR OE SRR RS AR S R R N N m TR W W W R N W RS Mo B Ao oo b ommdn v o E M Rk v W m m A R R e e

Excess Property Files, ..oeeivinssreronmansaceans P
Excess Property Reference Files,.......vvens. it
Exhikits, Fairs and Expositions (IPR 5)...... veesaras N
Federal Agencies (IIC 5).......... Prare e teravnesa -
Field Survey Notebook Files.;....... ........ S easanans . e
Field Survey Notebook, CONStruCtion FAleS...eseeeeoernen,
Files Maintenance and Disposition Plans..... ....}.. Feee
Files Méi;tenance and Disposition Plans,....  re s et
Financial Interest, Statements of Files, .., cinevvrnrrras
Financial Hanagement. P e rte s e Vieaams an v .
Becounting...oiveeevass teduen s S beaddstearnaenanaaana .
Budget........ besea e . eaea
Internal Auditing Services ....... e b e .
Payroll,......over P et s e Ve ert e a it
Five-Year Cycle (WAC 6-3),...... e Cer et N
Floed Centrol (HYD S)............. Vv et a e tatann b .
Floeed Files, Photograph...... Pt Cearaae s e
Flood Insurance (HYD &)..,....... Cest e bk e
Flood Operations (HDY 7)...... 0 0iveinnvnacnanan. e e
Flood Report Case Files.......... Cerretararsetarenan veve
Flood Studies (HYD 190)........ N .
Flow Probability Studies........ovrivvsvnnenan .
FOIA and Privacy Act Requests,...... e aa st e n s denrane
Freedom of Information Act Request Flles ....... Ve
Privacy Act Request Files..... tedtrnraanaraess o e
Forms Functional File............ Cenr e sers e e
Forms Numerical Files.....vvvivaasas S eaaa e .
Forms Regilster.......cvcirvencnenne Pe et e bac i e
Freedom of Information A<t Reguests (IPR &-1)....... v

INDEX 420-7

420-A-11
420-A-10
420-48
4£20-59
420-2
420-11
420-39
420-12
§20-12
420-17
420-19
420-18
420-A-30
420-R-8
420-54
420-A-8
420-A-8
420-64
420-A-8
420-66
§20-23
120-23
420-23
420-10
420-1¢
420-11

420-A-11



- E o R R R NS R R A R R e de e A e b v e e vk e b e mE B e B R B e e A ah M MR SR AR A e M e M B M B ke s B e v m AR m o m

Freedom of Information Act Redquest Files......... Ve s ens 420-23
Freight Bill, Pre-Paid F1leS...viuvivarionernsnnesanesaes  420-22
FI‘Eight RecordS --------- LI I N I L I I I B I DA TN NE N DAY DAY DN RN RN BN BRI I A [ 420-22
Damaged/Shortage Report Files Ca s et aesaan Aa b e m bt 420-22
Pre-Paid Freight Bill Files...........00.un. Cearaee s 420-22
U.5. Government Bill of Lading Filee.......... Chrr e 420-22
Gaging Station History Files....... s tsereasans b 420-68
Gaging Stations (WAC 4)......c it innnnn snsrrrenan “vea 420-A-30
Gains and Losses (WAC 5).....0iiivnicnnnnann ey 420-A-30C
General Correspondence {Subject Files)..... srssrmnasan ;.. 420-5
"Mission" Correspondence Filles, . ... ... . civivieirnnens 420-5
Field Offices, "Mission' Correspondence Files.,.,. 420-6
IBWC Headquarters, "Mission" Correspondence Files, 420-5
"Non-Mission" Correspondence Files..... Gt s At 420-¢6
General Design Map Files,,......0iivvvinonnvrnnanss Ch e 420-50
Genﬂral LEdgeI" Files ..... D I R L N ] s e e s 420-12
General Personnel Program Flles.,.....vevravvonncassaacess 420-35
Application for Leave Files.,.......... bavare s resmsrnan 420-3%
Grievance and Appeal Case Files...,, . v incornrnsnsarars 420-38
Leave Record Flles, .. ...ciivunsrnanan Ch sttt 420-39
Notification of Personnel action Files creeasennanaase 420-38
Dfficial Discrimination Complaint (EEQ) Files ....... .o 420-40
Official Personnel Folder Files,.....ivoovivinrervrnnnss 420-35
Personnel Investigative Filles, , .., .ivuieivvermrttnmannen 420-35
Personnel Medical Files............. et e n A 420-35
Position Description Files...... C e e et aerer e n e . 420-38
Position Identification Strip Files..................-. 420-36
Request for Personnel Action Files.....ivievrves diaanas 420-36
Retirement Record Case Files,............ e e 420-37
Separations and Transfers Register Files. Peeraaneans 420-37
SEFViCE RECOrd Cal‘d File&...--.- ......... RN 420-36
‘Statements of Financial Interest Files...ﬂ ............. 420-39
Temporary Materials in Official Personnel Folder Files, 420-36
General Photograph Files....... e N 420-55
Grazing lLease Administrative Case Files........vevussrnes 420-16
Grievance and Appeal Case Files............ veaenen bae s 420-38
Groundwater (HYD 12).....u.iuieiiviriiniiiinninisnineans 420-A-9
H}"dr‘a.U.liC DESigl’l Study Files.lltliluuillllull ------------ 420-64

INDEX 420-8



W S E R R VW O R T W OW R M M M Mk by kb o e m R W M A B M Mmoo B otk M e T B BB W ko R w ow o om o e

Hydroelectric Power (HYD 15),..... sresanan teernaa
Hydroslectric Power Plant Project Files...........n.
PDesign and Construction. .. v vervrvrrrrovnrecss -
Operation and Maintenante, . .. ivaivevnvsassa se s
Hydrograph Files,.......n. R r e e el ANy ey
Hydrologic Communications (HYD 16).....cc0 v s e

Hydrologic Instrument Recording Files...............
Hydrograph Files...... .

Precipitation Chart Files....coveiennnerncnronarns

LI I I DL I N B I L O L L I L B

Hydro-Thermograph Chart Filés et sy b

-y )
LI L
o+ L]
[ T Y
L] L B ]

uuuuu

LI B

Hydrologic Studles..... P e e Chr e Ceevemaas
Flood Report Case Files .......... treeria e ey
Flow Probability Studies......... i Tt e vaes
Hydraulie Design Study Files.,.... feasan . -
Reservoir Flood Operations Study Files........ Vst
Reserveir Infiow and Qutflow Study Files...., v eiervanna

Bydrelogy. ... icvieineeaanone eaaran et e saa s
Hydrologic Instrument Recording Files............ ......
Hydrologic Studies...... Viteaas et e e aae s Ce e
Water Accounting Activity Files ..... Nerbe s s e e

Hydrelogy (HYD)............ e ae s et et a v ar e

Hydro-Thermograph Chart Files......... Faerrare e e anaa .

IBWC Commissioners Files. i i nieiarnetsnnnas Gee bt e

IBWC Forms Numerical Fiies...... ...... et s et e e

IBWC Internal Directives Record £ = N

JBUWC Map Flles....ovrnirrnrrvrrennnes Feesa i Esa e .

IBWC Minute Historical Files.,., .o invocnoriannnians

IBWC Minute Record Set Filles.,...ivivvieranasa crere

IBWC Project Operation and Maintenance Files.............

IBWC Project Planning, Design and Construction Case
File$o|lI.Qii..lv!Itll!r..ll!'ll-iltltiibilr ''''''

Identification Card Control Files..,.c.coi v rvruenaa

Identification Card, Requests for Files....... 000

INDEY 420-9

420-190
420-49
420-74
220-74

420-61

420-58
420-58
420~58



......................................................................

Identification Credential Files,,.... bear e Veran sty 420-21
Imprest Fund (BFA 11-3)........ G rreat et erens Casa e 420-A-5
Imprest' Fund Filesttibli'lll‘.‘lld't.‘.hl’.i"l.tlf-‘ll'l'! QZU“EB
Incentive Award Files,...... by ettt Yt sty . 420-43
Incentive Awards Case Files,..... fesmaanaaan Cearanraaas 420-43
Incent’ive Award Log FiIESOtit-vll-o ooooooo ¥ A R E R FT R [y 420-43
Suggestion Case Flles.......o0vevaue N 420-43
Index, Published Mapping Sheet Files...... et e e 420-52
Individual Pay Card Files...cuviuuiinennnoenrnernns b v s 420-19
Information and Public Relations (IPR).. euvrreeneenn vnnn. 420-A-11
INFOrmation Services (IPR 6).....essunnnseunsneennennnn, 420-A-11
injury or Accident Log Files....,..00'vvvrn.s Pt veas 420-45
Injury. Personal Files.,..,.,.. e e Chre e 420-45
Ingpection Facilities (BBF 5),........ Ve as e e ba et e can e 420-A-3
Interagency and International Coordination (I(C)......... 420-A-10
Internal Audit Case Files......... et e 420-19
Internal Auditing ZServices..... S beena N 420-19
Internal Audit Case Files.,............ e tebana £240-19
Investigative Case Files,,,,.ovsevnennen fee s feearaine 420-19
International Agreement and Treaty Files........... e 420-73
Minute Files. ..... T EEEEEEEN T E R T I R 420'?4
Tl‘eat}fFiIQS. ccccccc L I T I R T T O T T T T S R 42(}"73
International Boundary and Projec¢t Management Files,.... . 420-56
Boundary Maintenance,........ Cle b e s e s e e 420-56
Project Operation and Maintenance L bt dare e 420-61
Project Planning, Design, and Construction... ..... e 420-58
International Boundary Landscape Files...... e b e e . 420-54
International Bridge Case Files.......cvenvure trervacanans 420-56
International Bridges (BBF 6)......00vevaveenasr Febanrenun 420-A-3
International Commissions or Commissions (IIC 6)......... 420-A-10
Inventory, Property Files.......... Chesareann b e s aae 420-33

INDEX 420-10



------- e il T

Investigative Case Files....vivunrnnnnn..

Investigative, Personnel Flles. ..., . i vuiviinnnns

Invitation for Bid master Files..,......

Invitations, Engagements (IPR 7}............

LI

Islands, Cutoffs, and Detached Tract Case Files,

Issue Requisition Files........vvvvvrnrs
Joint Report Files......iveeevenrennnns.
Journal'Voucher.Control Register Files..
Journal Voucher Files,...,..............
Journal Voucher Files, Property.,,......
Land Acquisition Case Files....... e
Land Boundary (MIB 6)..... ............;.
Landscape, International Boundary Files,
Laws and Regulations (LEG 3).....,...,..
Lease Files..vuiiiiiiiiiinevrennnnnrnnsns
Leave, Application for Files,..,........
Leave Record Files, . ..viivnvvennrrnnnnnn
= I

Litigation Case Files.,..... reearan s

Special Compensation Claim Files......

Claim Case Files.... ..o vveiiniinan,

Legal ang Legislative (LEG)......0vuvun.

Library Catalog Cards and Shelf Lists...

Library Materials.....iivuivvnnnnrrnnnnn.

License Files., . ..vuenirnrioeronnooannneees

L R I
LI Y
L] LI I I I
------ P
LI B B R
a0 L) LR
L] LI I
LEE T I I B
L I
L A
LIS “w
LI T [
L B B I
- koo -
LI I
LI I B R
LR I B T IS
LI I B LI
L LI |

Litigﬂtion CaseFilesll'l".".t-.lﬁﬂlﬂiIﬁﬁlf

Lost, Worn-out, or Stolen Certificate Files..

Mailing List Files...iuivivinmonenrncenens

INDEX 420-11

LI I I I B

4 r k8 ¥ & u o d

-
& & - a
-
a
-
-
-

LI I T T ]

Page

i I N e

420-19
420-35
120-32
320-A-11
420-56
420-34
420-75
420-34
420-12
42034
420-6%
420-A-13
420-54
420-A-12
420-71
429-39
420-39
420-46
420-46
420-4%
520-47
420-A-12
420-21
420-5
420-70
420-46
420-33

420-22



Uittt R S

Maintenance of International Boundary (MIBY...vinvninns, 420-A-13
Management Obhjective Flles. i s iiiiiinninnnvnorenncnnnen 420-7
Management Survey Background Files....,..... et rar e . 420-7
Management Survey Case Flles., i iininraiiinninnnnnns 420-8
Markers (MIB 10)......... ettt it 420-A-14
Map Files, Defense Mapping AN Y. ottt iannrinesaternnns 420-52
Map Files, General Design. . i ittt Ve eenes 420-50
Map Files, IBWC,.......... T PR 425—49
Map Files, National TopograpPhic, i vu i iiirsninrvnnennenns 420-53
Map Files, Overlay Drawing...,...............Q........... 420-51
Map Files, Planetable....... R 420-51
Map Request Files.........o.00vun.. e i e a s Cae e 420-53
Mapping, Boundary Treaty Mosaic Files,......... Ceee i 420-52
Mapping Index, Published Sheet Files., .. i inns Cenes 420-52
Master Payroll Data File.......... e aanans 320-19
Medical, Personnel Records files........ ...... Vrerasenna . 420-35
Memorandum of Conversation Filés..... ...... P b e 420-74
Memorandum of Understanding or Rgreement.,..,.,......... . 420-28
Mileage Record Files...... D T ser i 420-2%5
Minute Files......v0iuuuvusnn S rer i e e ettt s 420-74
IBWC Minute Historical Flles, ., ... iiiiirirnnonnncnannas 420-74
IBWC Minute Record Set Files... RN R R S, . 420-74
Joint Report FilesS...iveuive.n.. Fe e b e E bt et 420-75
Memorandum of Conversation Files.......... ..... e 420-74
Minute Reference Files...,.,..,.o0o0vveunnnunn. teevanaras 420-74
“Mission" Correspondence (Subject) Files,. e e ura e, 420-5%
Field Offices, .. ..iiiiniavininirnnnunnns e e s RN 420-5
IBWC Headquarters “ctamuaa T v s et £20-5
Moﬁthly'Construction Progress Statements.,......covevens. 420-60
Monuments (MIB 11 ), .,..00uiunnnnnnernncnnss ‘it et reretarana 420-A-14

INDEX 420=)2 .



---------------------------------------------------------------------

Mosaic, Aerial Files, ... .. iovivinnnnnn., A 420-49
Mosaic, Boundary Treaty Mapping Files.,............. ‘e 420-52
Motor Vehicle Accident Case Files........iovuu.... ve e 420-45
Motor Vehicle Assignment Receipt Flles..iiiiivenennnnnn. 4206-25
Motor Vehicle Operator & Accildent Files..'i.uvererninenn., 420-44
Injury or Accident Log Files...,,.......... terean Ve 420-4%5
Motor Vehicle Accident Case Files..,..... e e, 220-45
Motor Vehicle Operator Case Files..,... C e vt tenaa v 420-44
Personal Injury Files.,........ F o h e b e aa e s e 420-45
National Topographic Map Files...,...... . e eneeas 420-53
Nomination for Training Files,,....... . treanas " 'e 420-44
Non-Government Publications,......,..... bearaaaa be et r e, 420-5
“Non-Mission" Correspondence (Subject) Files....,.,...... 420-6
Nonpersonal Services Requisition Files,.......... et 420-31
Nonrecord Ma.teriallticDI'IIlttt-ooloc.inl-atbnci-'cli ppppp LN ] 420-1
Agency Directives and Publicatjons - Reference Copies.. 420-4
Files Maintenance and Disposition Plans......... Per e 420-2
Library Haterialsl.IOI..IIOU.OPI.Itltt '''''''' 01.;.-!.0 420?5
Non-Government Publications..........,........... e 420-5
Policy and President Reference Files,......... Vereana 420-3
Publications of Other Government Agencies,..,..... thera 420-4
Reading or Chronological Files........... Pt m e ia. veus 420-2
Routine Contrel Files,..,,........ T 420-4
Suspense Files.,....... Ve eaea IR T T N sresen q20-2
Technical Reference Material,...... . fEsana, . . 420-5
T!"BHSitOPY Flles ------ + L B I L ] 4 4 [ ] LY L L] - LI ] 420-3
Notebook, Fleld Survey Files......... Pt e et e e 420-48
Notification of Personnel Action Files......... beaeaan ‘e 429-38
Obligue Photography and Slide Flles. .. iuiiivininnnnnnnn.. 420-53
AErial Obliqu'ES Filesli'.i.!..lll.ll'.'-‘b.l IIIIIII LI I 420-55
Dedication Ceremony Files.,. ... c.iiiiiinininiinnnn 420-54
FloodFileslql ..... '..-“‘I.l.."f..fl'Il.'-.'.Il lllll LI 420-54
General Photograph Files.....................,......... 420-5%
IBWC Commissioners Files............................... 420-54
International Boundary Landscape Files....... 0viveunn.. 420-54¢
Project Progress Flles. . i iiiiiiiinnnnnnn, Ceran 420-55
Obﬁtructiﬂns (MIB 13’3).0.. L I L T '3 420‘A'14

INDEX 420-13



.
----------------------------------------------------------- -

Office Copying Equipment an Production and Cost Files...,
Uffice S‘ervi CE$ (OSV} ----- d &« 4 p a p L I T T T

Official Personnel Folder Filles,,,................ e '

Cfficial Personnel Folder Files, Temporary Material.....,

Organization and Management (OBM)..........c.v'vvmnrnnnn.
overiay Drawing FileSQ * F N AR oroa L I A ] L L L I R O e I R I
Paid Veoucher L e
Paperwork Management (PAP).........0oueonno... Crearearnra
Paperwork Management....................... ......... e
Flles Maintenance and Disposition Plans................
Forms Funct—iﬁnal Files..a ® 5 X F RN 4w L L O I R I T A
For‘ms Registerill"lllb.l"lhl'l!"'l‘i ...... LI I R
1BWC Forms Numerical Files..... Crrave s Vet neran e
IBWC Internal Directives Record Set......... et e e
Records Disposition Files.,.... Fee At a e Pertaaaea
Reports Contrel Case D
Fay Card, Individual Files.,................ Cereaae Ve
PaYrOI'lt IIIIIII LINL I DL I B B L N Y L I R I B R R O T T SR 4+ =
Individual Pay Card Flles..,....vcivununn. et s e
Master Payroll Data File.,..... F s et d e e PP
Payr‘all Files lllllllll l.I!‘l.l.l'-' llllll " B LR .i‘i.-.!
Payroll, Contractor Files,....... Vhea e ean e i .
Payroll F1leS.uuiieurenunrarennnn. Cireranreas e Ceva.
Payroll, Master Data Flles. .. .ouiiiniinininnnnonnnnnn,
Payrolls - Salaries (BFA 15)..,,............ Ch i caaeera -
Performance Evaluation (PER 13)..... M e, v e e s
Per‘-iﬂnal Injury Fileslt.rlllltrooudil-lnonllf ..... LI T I I Y
Personnél (?ER}[O.I.I'UUUOD.t.-o’.-cllllll IIIIIIII LI L I I |
Personnel Action, Notification of Files........ v0v.n. ‘e

Fersonnel Action, Request for Flles.i,iirininnenoneernnen.

INDEX 420-14

---------

420-A-15
420-51
420-12
420-A-17
420-10
420-11
420-10
420-1%
420-10
420-10
420-11
420-11
420-19
420-18
420-19
420-1%
426-18
420-31
420-18
420-19
420-A-5
420-A-20
420-45
420-2-18
420-35

420-356



Fersonnel Investigative Files....,....... P, .
Personnel Management..,....... e e ettt Ve e
Employment Files........ Cre sl aeans Prrarranas
Equal Employment Dpportunzty Files........ ..... cae e
General Personnel Program Files......... et acsanans R
Incentive Awards Files. ... ...0uvneerveernesnn berrar e
Moter Vehicle Operator & Accident Files..... rerrraanaas
Reduction in Force.......... e e r e e a et Caecaans
Training Files,....... LAl e e e a s E e a ATttt
Personnel Medical Records Files.......... Cheareas e

Personnél. Official Folder Flles....iveuiuvennanonessness
Photo Files, Aerial Survey..,....... T T T TR
Photograph Files, Dedication Ceremony........ S v eeeee s ‘e
Photograph Files, Flood....... tesrarraa et Ved s
FPhotograph Files, General.....o..ouuvinuernna. .
FPhotograph Files, IBUC Commissioners........voveon. teeean
Photograph Files, Project Progress,..,........ S et s -
Planetable Map Filles. . ..o iu.i vt nemeeenneiesnnnsonnnnsas
Planning and Management ReCoOrdsS....uuuusrennvnenrrensn ven

Paperwork Management .., ...outuieiuvenrvnnernnnrerrnnneos

Program Planning and Management ....... e s ieenans
Policy and Precedent Reference Files......cevvevsensenss .
Pollution Assessments {(ERA 6)........000000u.. et ey
Position Description Files,....vvveivenen. Ce b e P ae ey
Position Identification Strip Files...;............ ......
Postal Recelpt Files......v0viunn O
Precipitation Chart Files...... i
Pre-Pald Freight Bill Files.............,.... ..... e ane -
Presentations, Speeches (IPR 2)..... S heea s as ettt et e
Primary Controls and Computations Files,.....vvveernvern,

Printing and Reproducing Requisition Files............ e

INDEX 420-15

----------

420-51
420-7
420-10
429-7
420-3
420-A~-7
420-38
420-36
q20~22
420-63
§420-22
420-A-11
420-48

420-20



-----nc—p-------u----c..-n--.--_—-.q---u.a.q.h--.---—p-.-------—----—. ----------------

Printing and Reproduction (OSV 5)....... araran temcaranans . 420-A-16
Printing, Reproduction, and Distribution Files........... 420~20
Library Catalog Cards and Shelf Lists........... e a e 429-21
Office Copying Equipment Production and Cost Files..... 420-20
Frinting and Reproduction Requisition Files.......... .. 420-20
Publications Master Files..........cevveronnon. .. Panaaa 420-20
Printing Requisition Files. ... iiniivnnnnnnn. b a i e 420-31
Privacy Act Requests (IPR 6-2)..... e 420-A-11
Privacy Act Request Files,............ Veeranarwaa Vteese 420-23
PrOCurémenti llllll LB BN L i L T O O O R T T LI I T 420"26
contract Log File #'ll-lill.tl."l..llli‘.l.10!!'.5#.!!-4[ 420-30
Contractor Payroll Files........ Veaanan Vet e r et e e £20-31
Invitation for Bid Master FileS..........coovmwn.... rres 4290-32
Nonpersonal Services Requisition Files.,...... O T 420-31
Printing Requisition Files..........0.ovonunrn ... e ey 420-31
Procurement Case Files,........ f b s mara st e ena bews s 420-28
Request for Quotation . 420-31
Procurement and Property Management (PPM).......... cr e 420-A-23
Procurement andg Property Management........... Chr et e 420-26
Procurement...,.,.,. T T Ce e ba e r e, 420-286
Property Management . ......o.uuune v ornnnnnn, e ren v 420-23
Procurement Case Files,.... Gttt r At Cee e 420-26
Construction Contracts for International Boundary
ProjECtslO'.l.“l.l!!l.llli.ll'll !!!! iIlOI'll.lt. 420-26
Bid Sactian--‘-.||"ltili-il.t’tllil.tll.!lllltlll.- 420-2?
Bond Section.'Il'!l'l-ll...'..lll.‘!"l llllllllll » 420-2?
Contract Section.......... et arreairer e e at e 420-26
Correspondence Section......... vessa bhe e et A 420-28
~ Payment Section.....,........... Pt e et s e e aa 420-27
Fayroll Section.....oiveerrvicennnrenannnn.. P 420-27
Contracts for Engineering and/or Consulting Services,., 420-28
Memorandum of Understanding or Agreement....,.......... £20-29
Program Planning and Management.......,.....vo'ivinnnennsn 420-7
Commissioner "s Annual Summary Progress Report Files,.,, 420-1¢
Management Objective Files....,...iuiviesvnennnnnnnnn,, 420-7
Management Survey Background Files............ N 429-8
Management Survey Case Files. . ittt e it nenns 420-8
Progress Report Files.....veiinvucrvnnns.. Pt v e e 420-9
Progress Statement Files,.......,.... M e e e 420-9
P!‘OgI'ESS Repﬂf‘t FileSn.coptcccotu--nqul ||||||| LR N T R S, 420"9
Progress Statement Files ... ...cuuinunrniunenronnensnnnnn. 4220-9

IRDEX 420-16



T T T T T T R A m e e r P R R L LU rr Gt e R s —t A M m T e R e m - Eae. .- oo oo e o

Progressive River Section Filles............. st raeren 420-60
Project Cperation and Mazintenance (POM)........ creirnana | 420-A-22
Project Operation and Maintenance.,.....veevenerensenn. can 420-861
Daily Diary Files...,..vovvinuun. . ccer e va 920-62
IBWC Project Operation and Maintenaﬁce Files ........ ' 420-61
Project Operation and Maintenance Report Files ......... 420-62
Safety Inspection Report Files......... santarEr s caans 420-62
Project Operation and Maintenance Files, IBWC......... e 420-61
Project Operation and Maintenance Report Files..,........ 420-61
Project Planning, Design, and Construction............... 420-58
Architect-Engineering Qualification Files.....o0nun.... 420-60
Engineering Design & Construction Control Card Flles... 420-60
Construction Field Survey Notebook Files........ovuu... 420-5%
IBWC Project Planning, Design and Construction Case
Files. e raan S e b e e A et a e veaeea 420-58
Monthly Construct1on Progress Statements....... . 420-60
Progressive River Section Files....,...... shiree s ‘e 420-50
Project Topographic Map Files.,..vuuireeeeeeroennesenn,. ‘e 420-50
Froperty Accountability (PPM 10).......... Vesanvaratnaeea 420-a-24
Property, EXCess FileS......cvvnunsanrn,.n e e 420-72
Property, Excess Reference Files....... e et et ' 420-72
Property Inventory Files............ saeressuea S e raeienans 420-33
Property Management.......v.ivevenrnnas et e e 42¢-33
Issue Requisition Files........... PL el ea st a e sa . 420-34
~Journal Voucher Control Register Fiies O ' 420-34
Journal Voucher Filles...... ceauans SN S e 420-34
Lost, Worn-out, or Stolen Certificate Files vevasns 420-33
Property Inventory Files,..,..... I T S 420-33
Property Transfer Receipt Flles......vvvvvrennens ‘eeaas 420-34
Report of Excess Personal Property Files..,...viveserson 420-34
Report of Personal Property for Sale Files...... seereae 420-34
Report of Survey Files,.,....... fesiaaana ad e Ve 420-33
Property Plant and Equipment Record Log.....eeeineinnen., 420-15
Property Transfer Receipt Files.............. Pt es s e 420-34
Publications of Cther Government Ageticies.......... Veeaas 420-4
Publications Master Flles...i.iininrinrnrorrnostrcenoranns 420-20

INDEX 420-17



----------------------------------------------------------------------

Publications, Non-Government..... eheas G hmraenaas vaa 420-5%
Publicity and Promotion (IPE 11)........ e e Ve 420-A-11%
Fublished Mapping Index Sheet Files........... Peraoraraan 420-52
Purchase Orders and Reqguisitions (FPPM 11)...uvvrsucsn PR 420-A-24
Quad Sheet’ Proof Files"‘!!""'l.lil'l‘.l lllllllllllllllll 420"52
Quotation, Request for Files.......c0o0viveieinnnnsrrinnn. 420-31
Reading or Chronological Files.......... et rea e - 420-2
Real Estate Administration {REB)....iveereresen tresarnan . 420-A-26
Real Estate Management.............. it e et ey 420-69
Excess Property F1les ................................ 5 820-72
Execess Property Reference Files et e e e e e 420-72
Land Acquisitlon Case Files, Pesea s En e Vevanan 420-69
L'EEI.SE- Flles LI T I R R R T [ B R R I R S ] NN EEREE 426"71
License Files ............... tadturaaaren e 420-70
Healty Office ReferEnce Fileﬁ'- uuuuuuu R ‘e 42(]'71
Right-of-Way Case Flles. . .. it inerenrisnnrnerones o 420-6%
Realty Office Reference Filles,.,... Cabean e e aa At et 420-71
Records Common To Most Offices........ rrter e aar 420~1
General Gorrespondence {Subject) FiIes....... ......... . 420-5
Nonrecord Material. Fh s Eer s ar it et e, Ve rerans 420-1
Recreation (ERA 8)......... S denas G h i Crenaen e e 420-3-7
Reduction in Force........ b i b a bt et . 420-43
Reduction in Force Not;ce Files. .............. Ve .o 420-41
Reduction in Force Placement Files,....... ctasri s 420-42
Reduction in Force Retention Register F1Ies ...... v 420-42
Reduction in Force Work Card Files,..,.....c.vvvinnnan, 420-42
Report of Excess Personal Property Files.,....... e 420-34
Report of Personal Property for Sale Flles.....rievanrers 420-34
REPOI‘t, PI‘Ogt‘ESS FileSo.ni-'t----q-.o.-unot ------- D R R 42G-9
Report of Survey Filles. ... ..ttt erinnninnnsivnrnrenn P 420-33
Reports Control Case File,..........ci0nunee Prerert v 420-11
Reproduction and Printing Requisition Files..... Prerarena 420-29
Request for Apportionment Files.,.....vevivearvenens resan 420-18

INDEX 420-18 -7



--------------------------------------------------------------

Request for Personnel Action Files.,......

Request for Quotation Files...... Cr e ey

Requisition Card Files.........v0v'..... ‘e

Reservoir Flood Operations Study Files.,....
Reservoir Inflow and Outflow Study ?11e$.....

Reservoir Operations (HYD 18)....... betenrenn

Retirement Record Case Files..,.,

Right -~of-Way Case Files.......... beaea e
Biver Boundary (MIB 13)...... .........;...
River Structure Case Files,........... St e,
Routine Control Files.......,........ .;...
Safety (POM 8).,...... br e e Ve

Safety Inspection Report Files............

Salinity Problems (SWQ 9)........000vson..

Sanitation and Water Quality (SWQ)..........

Scheduleicf Cancelled Check Files.,,......

Schedule of Collections Files.......vvuven...

Schedule of Payments and Voucher Reference Files.....

Separations and Transfets Register Files.,
Service Record Card Files..,...covvuunn. ‘e

Sewage Problems (SWQ 151)...0uueriinnrernns

Shop Labor Report....uicueerininneernenesss

Shop Order Files,..... Pt a st a e e b e r s

Shortage/Damaged Report Files....,........

LA I N IR I B TN B N R Y

---------

---------

Space Assignment and Maintenance Record Files......

INDEX 420-19

UUUUU

LI TR R

- = = oemeom

220-A-22
120-62
420-7-27
420-A-27
420-13
420-13
420-16
420-37
420-36
420-A-28
420-17
420-17
420-22
420-21



--------------------------------------------------------------

Special Compensation Claim Files.,.,.......
State ngencies O B T .
Statement of Allotment Report Files,.,..,..
Statement of Financial Condition Files.....
Statement

Statement of Transactions Filles...........,

Stolen, Lost, or Worn-out Certificate Files...,.....

Structure, River Case Files.,..... o ra e .
Structure, Diversion Case Files,...... b

Subject File Outline, Master.............. .
Automatic Data Processing (ADP)...,.......

qqqqq

of Financial Interest Files........ e r et

Bridges and Border Facilities (BBF),.....vvevuvnn... ‘e

Budget, Finance, and Accounting (BFA).,,.
Design and Construction Engineering (DCE)
Environmental Resources Activities (ERA)Y,
BEydrology (HYD) ., ..ot vninrenennnn senr s

" Information and Public Relations (IPR)...
Legal and Legislative (LEG)....,... -

---------

Maintenance of International BoundaffffMIB) ..... .o
Organization and Management (OAM)..........000vivennnn.

QOffice Services {05V ). i e be e

Personnel (PER).....vivvinnnnncns
Project Operation and Maintenance (FOM). .
Procurement and Property Management (PFPM}
Real Estate Administration (REA).........

Sanitation and Water Quality (SWG)..........
Travel and Transportation (TRV),.,..... e0....

uuuuu " x

aaaaa

-----

ccccc

Water Accounting (WAC)........ R
SUbjECt Files..q..t'-'lllicl!l ----- ‘e o oaw L 3 LN ] LI T N R
“Mission” Correspondence Files.,......... “a Vana e
Field officesliitlllOl!' ..... " RF AR d e IR R I IR IR I I R *
IBWC Heddquarters, vuv ey csreessernnsens . Piaaay
“Non-Mission* Correspondence Files........... st canna
Sub"Ledger Files‘.-’.ll..l"...'i.l‘.l., lllllllllllll LI I B )
Suggestion Case Flles......coocvveinnuvrasasonnsn. A e
Survey, Fileld Notebook Flles. v rvvrencrroncnsss . -

INDEX 420-20

--------

420-A-8

420-A-1¢
420-A-11
q20-A-12
420-A-13
420-A-15
420-~A-16
420-A-17
420-a-18
420-A-22
420-R-23
420-A-26
420-A-27
420-A-29
420-A-30

420-5
420-5
420-6
420-5
420-6
420-12
420-43

420-48



et

Survey, Field Construction Notebook Files,.,... fr s eabanya 420-5¢
Survey, Management Background Files,......... e . 420-8
Survey, Management Case Files..............c.o'omurooe. . 420-8
SUSPEHSe Files ||||| ..llr.llil.t'lili-l.t'l.t. llllllll LI I ] 420-2
Tax Exemptilon Certificate Files.......oiiinn... Ce s ana 420-15
Tax Withholding Report Files, . uoiiiiiiiinnininnrennnnnn. 420-15
Technical Reference Material..,............ re e e u e 420-5
Telegraph, Teletype, Facsimile Services (OSV &).......... 420-A-18
Telephone BiFECLOI‘}" Files..nuq ...... L R I I I T T T 420'21
TEIEphOnE FaCilitie$ (Osv ?)i aaaaaaa ‘Itiiot.!tl!.‘liltn-a 420'&'15
Temporary Materials in Official Personnel Folder Files,., 420-38
Topographic Map, Project Files.. . iiiiiiiiinainnnann... tee 420-50
Topographic, Rational Map L T 420-53
Training and Career Development (PER 22),..... e ra e §20-A-21
Training Files.......cvouiinernnnnnns. et Caen 420-44
Nomination for Training Files,......v.n.., P e ti e 420-44
Training Record Card Files...,....... CErr R et s e 420-44
Transfer and Separations Register Files...,... ‘tesee st 1. 420-37
Transitory Files. ..o rnennvnsn.. Th s s e Ceariaaan 420-3
bettors of Tranmsmittal.. . ........o0vivnnen.... besveers 420-3
Quasi-Official L 420~3
Requests for Information or Publications....... yer s 420-3
Transportation Request Control Files. ... i iieiininnnnnn. 220-~24
TI‘&V&I Accou'ﬁting (BFA 16}-11 ------ IR N R R T 420'A"5
Travel allowanCES (TR‘J 9}.‘-.1.*0l\'!'li.lll.!l."'l‘lttll 420-3-29
Travel and Transportation (TRV),.....,..,....... bete v 420-A-29
Travel and Transportation........ PN e a e vt . 420-24-
Carrier Transportation - 4206-24
Employee Travel Bl s ittt it inenarnannensernennnnes 4203-24
Hileage RECordFileslltbisilﬂiillitfdilt‘!ll..l.ft.itl' 420-25
Motor Vehicle Assignment Receipt Files,......... e 420-25

INDEX 420-21



Travel and Transportation (Continued)

Transportation Request Control Files................... ' 420-24
Travel Authorization Control Files.,. ... v iiiinnnnvnenns., 420-24
Travel Authorization Control Files. ., .. .o ennnnn e 420-24
TE‘&VE}., EmplO}’@E Files.-csaic-lvvclrl -------- I ] 420'24
Treaty and International Agreement Files.............. Ve 420-73
Minute Files.............................. ..... e b hee 420-74
TreatyFiles.l."#.i'-..'..l'.llili.l.'...l‘-!“fll..".q! 420*?3

Treaty Filesii"ttlovtliovllllncllqccnlttid--tOfp'lOODJJl 420”?3
Treaty and Convention Historical Flles.....iiiininnnnn, 420-73
Treaty and Convention Interpretive Case Files........., 420-73
Treaty and Convention Record Set Files.............. s 420-73
Treaty and Convention Reference Files,............ Paen 420-73

U.5. Government Bill of Lading Files,........ P e n ey 420-22

Understahding. Memorandum of......._..............,...... 420-29

Vacancy Announcement Files........vvvuurerrineronrnesnns., 420-49

Vehicle, Assignment Recelipt o 420-25

Vehicles, Government (TRV 5)......0u0uurn cer et a e ey 420-A~29

Vendor Payment Control Card Files.......veeverernrrnenn.. 420-1¢6

Visiter Control - 420-2%

Voucher and Schedule of Payment Reference Files,,........ 426-16

Warehouse Issue Report Files.............e..... fr e e 420-16

Water Accounting 8 S 420-A-30

Water Accounting ACLiVItY FL1es,.....u.vesennonnnnnnn.., 420-66
Diversion Report Case FileS...,....vveimnnnnenennnnnnn,. 420-67
Gaging Statien History Files.......... trr e e e v aaa 420-68
Water RBccounting Files......ivuiuennnniinnrenansnnsennns., 420-66
Water Bulletin Data Transmittal Files........c.v0vnun. 420-69

Water Accounting Files...... YA e e s e e s a e et e e 420-66

Water Agencies and Authorities (IIC 8).uuiu'verevereeesnns 420-A-10

Water Bulletin Data Transmittal Files.,......oeovereven.. 420-68

INDEX 420-22



Water Dellveries to Mexico (WAC 11)vr...rrvsresnrsrreers  A20-mio:
Water Rights (WAC 9 ). ... rirriint e cnnnernrnrernsnennn. | 420-A-31
Wcrkpaper: Files, Budget,.......... Pt At At . 420-17
Worksheet Files, COSt Account......ve'wonnn... 42G-16
Worn-out, Lost, or Stolen Certificate Files...... 420-33

INDEX 420-23



